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15. GLOSSARY OE COMMERCIAL TERMS, 


PRELIMINARY NOTE 


The original plan of Mr. L. R. King, who compiled 
this volume, has been carefully adhered to by the editor 
of this edition. In that plan any attempt at a discourse 
upon letter-writing was avoided so that the entire volume 
should be given up to actual postal communications. 


The arrangement and sequence of letters have also 
been left much as originally planned. 


‘ Me \or Eso." ? 


One question has however frequently been asked, 
and it is held that it should be dealt with in this opening : 
That is, ‘“‘ When shall I use the phrase ‘ Esq.’ instead 
ah ee 


The editor wishes it were the custom to dispense with 
both terms and address persons and firms by their plain - 
names, in the manner adhered to for many years by 
some of the well-known Quaker manufacturing houses. 
As however this book deals with customary rules an 
attempt is here made to explain the usual methods. 


“Mr.” is almost invariably used in business in the 
address on the envelope and the official commencement of 
the letter. As this book deals chiefly with commercial 
letters “ Mr.”’ is adhered to, practically throughout. 


In social life “‘ Esq.” is used in most cases for the 


envelope and the official commencement, but even here 
XV 
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“Mr.” is used in place of “‘ Esq.”’ to begin the main part 
of the letter, thus : 


“ Henry Biggins, Esq., 
Wade Lodge, Wadebridge. 


Dear Mr. Biggins,” 


Business firms frequently use “ Esq.” in addressing 
some of their own members and assistants. Thus a 
Limited Company might address. its o Directors, 
Secretary and Shareholders as “ Esq’s.” 


Professional men, such as Solicitors, Doctors, 
Engineers, Architects and others are also given this 
courtesy. 


Employees and clients, writing to individual directors, 
use. “ Esq.” 


This book is not an arbiter of taste, but rather a volume 
in which are set out the usual customs. Much must be 
left to the discrimination of the correspondent, but where 
there is a difficulty in deciding how to address a person 
because there are two forms in use, it is sound sense as 
well as proper courtesy to give the man addressed the 
higher form of description rather than the lower. 
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INQUIRIES AS TO RESPONSIBILITY, AND LETTERS 
OF INTRODUCTION 


[Inguiry as to Responsibility.] 


Messrs. Bateman & Ross, Ltd., 
172 Tamar St., Taunton, 
March 7, 1g— 
GENTLEMEN, 
I understand that Mr. R. Perkins, of Long Row, Leicester, 
‘is known to you, and it will help me if you can kindly let 
me know if you think he is worthy of credit up to say £20. 
Yours faithfully, 
W. ATHERTON. 


(Requesting References.) 
Mr. Ernst Von Kirsch, Trieste. 


London, November 5, 19— 
DEAR SIR, 
We are obliged by your kind favour of 3rd inst. en- 
closing order, which we have put in hand for shipment per 


ss. ‘‘ Clyde.” 
As this is the first time that we have done business with 


you, we should be obliged by your remitting us £42 Ios. 9d. as 
per enclosed pro forma invoice, or give us London references 
in accordance with usual custom. 
Again thanking you, we are, 
Yours faithfully, 
T, Jones & Co., Ltn, 
B 
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[Reply to above.) 


Messrs. T. Jones & Co., Ltd., London. 


Trieste, November 7, Ig— 
GENTLEMEN, 

In reply to your request for a London reference, I have 
pleasure in giving you the name of Messrs. Blake & Co., 
62 Block Buildings, E.C., with whom I have had business 
relations for fifteen years. 

I am, Gentlemen, 
Yours faithfully, 
E. Von KIRSCH. 


(A sother Inquiry as to Responsibility.] 
Messrs. Blake & Co., Ltd., 62 Block Buildings, E.C.1. 


London, November 11, 1g— 
GENTLEMEN, 

We have been referred to you by Mr. Ernst Von Kirsch, 
of Trieste. Please say if you deem him worthy of a credit 
say for £100. 

Thanking you in anticipation, 

We are, Gentlemen, 
Yours faithfully, 
T. Jones & Co., Ltp. 


[Reply to above.] 


Messrs. T. Jones & Co., Ltd. 
62 Block Buildings, 
November 12, 19— 
DEAR SIks, 

In answer to your inquiry of yesterday’s date, we 
should not hesitate to trust Mr. E. Von Kirsch for any amount 
that he might order. We have done business with his firm 
in Trieste for many years. 

Yours truly, 
Blake & Co., Ltd., 
JOHN GREEN, Secy. 
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[Inquiry as to Solvency.] 


Messrs. T. Robins & Son, Ltd. 

Bedford. 

198 Chancery Lane, W.C.r. 
August 4, Ig— 
DEAR SIRs, 

Knowing that you have business relations with the 
firm of P. Cheetham & Co., Ltd., Uxminster, we shall be 
much obliged if you will let us know your opinion of their 
solvency, particularly if they are a safe trading risk for sums 
varying from £5 to £Io0. 

Your communication will, you may be sure, be discreetly 
used. 

Yours faithfully, 
The Rotation Inquiry Agenc-, Ltd. 
J. STEVENS, Manager. 


[Reply to above.] 


The Manager, Rotation Inquiry Agency. 
198 Chancery Lane, 
London, W.C.1. 


Bedford, August 5, 19— 
DEAR SIR, 

We duly received your favour of yesterday’s date, 
and in reply beg to inform you that we have done business 
with Messrs. P. Cheetham & Co., for the past year, in 
varying amounts up to £8o. 

We have reason to believe they are highly respectable 
and trustworthy, but as the transactions are of the nature 
of a contra account ani we ourselves send them a monthly 
remittance to balance, we are not able to give the precise 
information you ask. 

We are, dear Sir, 
Yours truly, 
Thos. Robins & Son, Ltd. 
EDWARD STONE, Director. 
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[Letter of Introduction and Credit.] 


Messrs. Biggar, Thomson & Co., New York. 
London, April 5, 19— 
GENTLEMEN, 

Mr. Belleyer, of the firm of Jules Ferver et Cie., Lille, 
is about to visit the principal cities of the United States, 
for the purpose of extending the business relations of his 
house in America. He sails either by the present or next 
mail steamer from Liverpool. Any information you can 
afford him, or introduction to houses in his line of business 
which you can give him, we shall duly esteem. 

Although well supplied with funds, should he at any 
time stand in need of money, we will thank you to accommo- 
date him on our account to the extent of £700 or £800, draw- 
ing upon us at a short date for your advances. Mr. Belleyer 
bears a letter of introduction from our house, and we append 
his signature at foot for your information. 

Yours very truly, 
HORROCKS & ROGERS, 


Mr. Belleyer’s signature—B. Belleyer. 


[Letter of Introduction.] 
P. L. Simmonds, Esq. 


Rio de Janeiro, March 1, 19— 
DEAR SIR, 

I beg leave to introduce to you my eldest son, a Govern- 
ment official of some twelve years standing. He is now 
landing surveyor in the Custom’s Department, formerly 
chief clerk in the audit office. If, therefore, you require 
statistical information, or particulars of this part of South 
America he will be able to give it. 

He has been much out of health lately, and has twelve | 
months’ leave of absence to visit England. As he was a mere 
boy when he left his native land, he will feel almost a stranger 
when he arrives, and I shall esteem it a great favour if you 
will give him a little of your advice and direction in his desire 
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to see a few sights in London. I know of no one so able 
as yourself, and I believe you will oblige me in this. He 
knows your friend, Mr. Evans, and can give you a little 
information respecting him also. 
With kind regards to all your family, 
BIE: b oo WG (<r NS) bo 
Yours truly, 
JOHN TAMBELLIE, 


(The Same.} . 


R. H. Greenslade, Esq. 
Managing Director, 
Pikes and Greenslade, Ltd., 
Birmingham. 
199 The Drive, Exmouth, 
May 1, 1I9— 
SIR, 

As you are interested in the Oporto Exhibition, I thought 
it just possible you might require a representative conversant 
with languages. 

If so, I beg to say I have a son now at Cologne, who 
has been exhibiting there and at Stettin for Messrs. Bond 
of Manchester, and whose engagement terminates with the 
Cologne Show. 

He is well up in German, speaking almost like a native ; 
has resided in Paris, and can speak French; has also some 
knowledge of Spanish. Before these exhibitions, he was 
Messrs. Bond’s representative in Czecho-Slovakia and Serbia, 
and is only leaving the firm because of its absorption by 
another house. 

He has been accustomed to the ironmongery trade. 
I can strongly recommend him should you hear of an opening. 

Trusting you will excuse this liberty, 

I am, dear Sir. 
Yours obediently, 
JOHN STONE. 
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(The Same.} 
Horace Culmore, Esq. 
Knightsbridge. Leghorn, February 4, 1Ig¢— 


My Dear Sir, 

Mr. C. Pavia, a gentleman who has been connected 
with the superintendence branch of this office—the Italian 
Department—for the last nine months, and who was re- 
commended by Mr. Heath, the Consul-General in London, 
to fill one of the responsible. positions connected with the 
Exhibition, has requested me to give him a few lines to you 
to ask you whether you could interest yourself in his favour 
in connection with the “‘ Permanent Exhibition’’ in London 
of which you are a director ? 

Mr. Pavia will himself bring the certificate which 
Cavalier Devincenzi gave him, and which will speak for itself 
better than any recommendation, so that I will only add 
that if you could help him in any matter, you would be 
carrying out the wishes of Cavalier Devincenzi and myself. 
In this belief I beg to return you my best thanks in advance 
and am, my dear Sir, 

Yours truly, 
W. P. JARVIS. 


[Application for an advertised position.] 
THE ADVERTISEMENT. 


Wanted in a small office, tactful young man as private 
secretary and book-keeper; capable of receiving important 
visitors; state age, education, nationality, previous experience 
salary required, acquaintance with (1) Shorthand, (2) Typing, 
(3) Accounts, (4) Languages. Box 4392 D. “ The Daily 
Telegraph.”’ 


Advertiser, Box 4392 D., 194 Hilton Road, 
“The Daily Telegraph,” Brixton, S.W.2. 
Fleet St. E.C.4. April 4, Ig— 
DEAR SIR, 


I desire to apply for the position advertised. In answer 
to your points. 


Age. I am twenty-nine. 
Education. After leaving a preparatory school I was 
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at St. Hildifrith’s Grammar School, Bristol, from the age 
of thirteen to seventeen. I passed the Senior Cambridge 
Examination. 

Nationality. I was born in Belfast, but both my parents 
are English. 

Previous Experience. I was three years with Messrs. 
Witley, Merchants and Importers, Bristol, first as invoice 
clerk and afterwards as book-keeper. Since then I have been 
for eight years with Robinsons and Garley Ltd., Eastcheap, 
as confidential secretary to the managing director, and 
chief accountant. This business is now being absorbed 
by Messrs. Russett’s Ltd. 

Salary. I have been receiving £350 per annum. 

Shorthand. My knowledge is good, but I rarely use it 
as I have been expected to compose letters from summarised 
replies. 

Typing. I am a precise rather than an expert writer. 

Languages. I can read a little French, but cannot 
write it very well. 

Accounts. I prepare the Balance Sheets and Trading 
Accounts for Annual Audit. 

Ability to receive important visitors. I am sure I shall 
satisfy you in this respect. 

~ Tact. I get on well with everyone. 

Other points. I have several times taken business 
journeys to relieve travellers on holidays, and though I am 
not at my best in this work, I have given entire satisfaction, 
and should have been sent on the road, had I wished it. 

During the last four years I have usually attended the 
directors’ meeting, and my opinion has been asked on all 
matters for decision. 

I hope you will kindly give me an interview. 

Yours faithfully, . 


i DonaLp H. Coimo. 


[NoTE.—This is a rather long letter, but it will be 
seen that the style of the advertisement demands full 
information. It is convenient to break up the letter under 
headings when replying to an advertisement.] 
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In replying to the question “ Salary Required”’ the 
applicant states what he is receiving and thus practically 
leaves the subject open. : 

In addition to subjects referred to in the advertisement 
he introduces three points of his own. 

(1) The firm is being absorbed by another, hence 
his reason for leaving. 

(2) That he is a fairly good salesman. F 

(3) That heactually attended directors’ meetings.] 


[A simpler case.] 
ADVERTISEMENT. 


Wanted an invoice clerk, salary 50/-, prospects good, 
fine opening for industrious young man. Box 1157 R. “ The 
Daily Bugle.” 


[Reply.] 
Box 1157 R. ‘‘ The Daily Bugle.” 


211 Ethelburg St., N.33, 
September 5, I9— 
DEAR SIR, 

I wish to apply for the position you advertise. My 
qualifications are : 

Age. Iam twenty-one years of age. 

Experience. I have been for four years with Messrs. 
Sundrop, Ltd., of High St. Before that I was with Cranswich 
& Poppet, Ltd., of the Barbican. At both places I was doing 
general office work. 

Qualifications. I hold Pitman’s certificates for short- 
hand and typing and have taken correspondence courses 
in Book-keeping and French. 

Foreign Trade. I have made a study—in my spare 
_time—of Import, Export and Shipping and can be useful 
in dealing with foreign orders. 

References. I can give the highest references as 
regards character and industry. 

Hoping to hear from you, 

I am vours faithfully, 
WILLIAM G. BIRDLEY, 
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[Application for Sole Agency.] 
(1st letter.] 


Messrs. Healey & Cartwright, Ltd., 
Birmingham. 
Southampton, 
January 27, I9g— 
DEAR SIRS, i sie 

I do not think you are represented on the whole of the 
ground I cover, and I believe I could do a good trade for you 
on a commission basis. My connection extends from Wey- 
mouth to Brighton on the South, Swindon to Reading and 
Staines on the North, inclusive in all cases. I do not work 
London. 

My customers include the chief family and wholesale 
grocers in the district, and my turnover with my three present 
firms is nearly £12,000 per annum. None of their lines will 
clash with yours. 

Hoping to hear from you, 

Yours faithfully, 
B. S. GAUNTLETT, 


[1st reply.] 
Mr. B. S. Gauntlett, 
Southampton. 
Birmingham, 
January 29, 1I9— 
DEAR SIR, 

We are interested in your letter of the 27th inst., which 
is opportune, as representation on the South Coast is a subject 
at present before us. 

Our chief difficulty lies in the fact that we are not, as 
a firm, in favour of the commission method of payment, 
nor do we greatly care for divided interests. The fact that 
you already represent three houses may make it difficult 
for you to give attention to our full range of goods. 

This subject is important, in view of the fact that we 
contemplate advertising one of our lines with great vigour 
and at considerable cost. This will almost certainly make 
the advertised line unprofitable in itself, but an excellent 
lever for introducing our whole variety. 
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You will see that the temptation of a busy man, working 
on commission would be to take the orders for the special 
line and not pay attention to the others, as a paid employee 
would be expected to do. 

However, the fact that you have a good connection, 
and are already well in with the trade, inclines us to waive 
objections, which, however true in general application, may 
not be so in your case. 

We shall be glad to hear further from you as to the 
following points : 

1. The firms you already represent. 

2. The amount of commission and method of payment. 

3. References. - 

4. Whether you can furnish guarantees through a 
Guarantee or Insurance office or privately. 

We may also add that London is already covered for 
us and also the whole of Surrey. 

Yours faithfully, 
Healey & Cartwright, Ltd. 
HENRY CARTWRIGHT 
Managing Director. 


land Letter.) 
Messrs. Healey & Cartwright, Ltd., 
Birmingham. 
January 29, I9— 
DEAR SIRS, 


I wish to thank you for vour very courteous letter 
of the 27th inst. 

I do not think the difficulty you foresee will arise. 
It is a great advantage to any traveller to have a special 
advertised line as a lever, but my own experience is that 
the commission traveller, least of all, can afford to rely upon 
a single line of goods for one firm. I am a great believer in 
variety and do not think you will find that I shall neglect 
any chance of selling from your general list. Starting a man 
to buy is the spade-work, and it would scarcely be in my 
interests to cease my endeavours when I come to the easier 
task of selling additional lines. 

In answer to your four specific points. 
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(rt) I represent Messrs. Rooney, Higgs & Martin, 
Ltd., of this town, Jam and Marmalade ; Messrs. The 
Icefield Co., Ltd., of Manchester, Soap and Toilet Specialists 
and Messrs. Wilting, Ltd., Mincing Lane, London, Importers 
of Canned Fruits and other commodities. I may say that’ 
with this last house my turnover is not large. 

(2) As regards commission, I am not well informed 
as to the turnover to be expected, nor how heavy a selling 
charge your goods will bear. I may say that most of my 
business is done at 5% but that on some I get as much as 10% 
and on some as low as 2$%. I judge that your class of goods 
would allow something like 74%. As regards method of 
payment, I suggest that you send me a weekly cheque for 
a stated amount, say £5 on account of commission and that 
accounts between us be balanced at intervals, say monthly. 

(3) As regards references, you are at liberty to refer 
to either of my firms, but I only wish you to do so in the 
case of Messrs. Wilting, Ltd. 

(4) I am able to furnish a guarantee, if this is indis- 
pensable, but my experience here has not been fortunate, 
as the only firm for which I ever did this, failed to give me 
any guarantee that my commission would be paid. I would 
suggest that as £12,000 a year is passing through my hands 
without guarantee, such an arrangement between any firm 
and myself if entered upon at all should be mutual. I do not 
raise this point in any captious spirit, but, as I have been 
on the road for twenty years I take this opportunity of 
tndicating my standing and name for integrity. 

I shall be glad to hear further from you. 

Yours faithfully, 
B. S. GAUNTLETT. 


[end Reply.) 
Mr. B. S. Gauntlett, 
Southampton. Birmingham, 
February 1, 1Ig— 
DEAR SIR, 

Your suggestion that we send you £5 a week on account 
rather alters the case as we viewit. It places us in the position 
of employers without the rights of such. However we are 


still deeply interested. 
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We suggest that it would be better for us to meet. 
Can you make it convenient to come to Birmingham any time 
within the next ten days? We will refund fares. On the 
receipt of this, please wire time you can come. 
Yours faithfully, 
HEALEY & CARTWRIGHT, LTD. 


~ 


LETTERS RESPECTING AGENTS 


[Offer to Act.] 
Messrs. Ball & Co., Ltd., 
London. 
Sheffield, April 28, 19— 
GENTLEMEN, 


Having been for many years in constant association 
with most of the principal manufacturers in this town, 1 
beg to offer my services to your firm as agent in the neighbour- 
hood. 

My large personal connection will, I feel assured, enable 
me to do a heavy business for you. I am the local agent 
for Messrs. White Brothers and Flaxen, Ltd., of Kingsway, 
London, for whom I turn over about £25,000 per annum, 
and two other firms, none of whose lines clash with yours. 
I should add that I work on a commission basis, but would 
like to have sole selling rights for as large a territory as you 
can give me. 

I can come to see you, at any time Suitable to yourselves. 

Yours faithfully, 
ARTHUR VILLIERS. 


(Offer to act as Assessor in Fire Loss.] 


Messrs. Lewis & Co. 
Bradford, April 28, 19¢— 
DEAR SIRs, 

If I can be of any assistance in preparing a statement 
of your claim, I shall be pleased to hear from you making 
an appointment. I have had many years’ experience in 
the settlement of claims, and not many years since arranged 
the settlement for Mr. James, of Cross Street, whose factory 
was entirely destroyed. 
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Should you be open to effect a new insurance, I shall 
be pleased to quote rates. Doing business with all the 
principal companies and underwriters, I am in an exceptional 
position for placing all classes of risks on the best possible 
terms. 

Esteeming your commands, 

Yours faithfully, 
ALFRED BROWN. 


[The Same.] 


Messrs. Roberts & Co., Liverpool. 
922, High St., 
- Birkenhead, 
January 5, I9—* 
DEAR SIRS, 

Having noticed with regret that you are a sufferer 
by the disastrous fire of a few days ago, I beg to offer my 
services in assessing your claim and looking after your 
interests, as I have had nearly twenty years’ experience of 
this kind of work. 

My terms are reasonable: 2} per cent. on claims over 
£500 up to £3,000 and 2 per cent. on £3,000 up to £15,000, 
and 1% per cent. on £15,000 and upwards. 

I shall be pleased to keep any appointment you kindly 
give me, to discuss the matter. 

Yours faithfully, 
SAMUEL JONES. 


[The Same.] 
Messrs. Street & Sons, Ltd., 
Ipswich. 
July rr, 19g— 
DEAR SIRS, 


With reference to our call on you to-day, we shall 
be happy to receive instructions to represent your interests 
with the Insurance Company concerned. 

Where the damage to stock is very great, as in 
your case, we have a method of making up the claim from 
the trading account, which is unassailable by the insurance 
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company and which secures full compensation to the 
insurer. 

We may state that we have made this branch of our 
business a speciality for a number of years, and that we have 
been engaged in the settlement of claims arising through 
some of the largest fires which have occurred in the kingdom. 
Original testimonials from numerous clients may be seen 
at our offices. 

We would point out the necessity of being efficiently 
represented from the outset, as considerable difficulty often 
arises when dealing with the “ Average Clause”’ and other 
technicalities of insurance. 

We may say that we are engaged to assess several 
claims arising through:the recent fire, and shall be happy 
to attend any appointment you may make, in order to arrange 
satisfactory terms. 

Yours faithfully, 
LESLIE & Sons. 


[Offer from Consulting Engineer.) 


Messrs. Wm. Walters, Ltd., 

The Brewery, 

Ashfield. 
August 14, I 
DEAR SIRS, ‘ perk 

Having had several years’ experience in the design 
and erection of breweries, maltings and similar buildings, 
as well as in the alterations and additions thereto, I shall 
esteem it a favour to be entrusted with your commands, 
should you contemplate erecting either buildings or machinery. 

I have been especially successful in planning working 
systems that combine low first cost with subsequent economical 
running, my general engineering and building experience 
allowing unique facilities for this. 

I have great pleasure and satisfaction in stating that 
I shall in future be assisted in the architectural department 
by Mr. Wm. Johnson, A.R.I.B.A., who was (together with 
myself) for many years with Messrs. Edwards & Phillips, 
of London (Brewers’ Consulting Engineers, etc.), and this 
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will ensure that the appearance of the buildings, as well as 
the details of construction, will have the best attention. 
Trusting to receive your best consideration, 
Iam, 
Yours truly, 
ALFRED JACKSON, 


[Offering Agency.) 
Messrs. Samuels & Co., 
Melbourne, 
Victoria. 
September 14, I9— 
DEAR SIRS, 


It is probable that we shall soon be in a position to 
appoint agents for your state, and shall be glad to appoint 
you our agent, if you are able to act for us. Upon receipt 
of your reply, we shall, without delay, furnish you with 
full particulars of our business and the terms on which we 
usually work. 

Yours faithfully, 
For The Electric Contract Association, Ltd. 
W. Kincsty, Manager, 


(Notifying Appointment of Agent.] 


Messrs. Bird & Co., Ltd., 
London. 
January 7, 19— 
DEAR SIRS, 

We beg to advise you that we have appointed as our 
London export agent, Mr. Henry B. King, 198 Fore Street, 
E.C., and we shall be glad if you will kindly favour us, through 
him, with any enquiries you may have for Bags, Trunks, 
Bonnet Boxes, Shovels, Buckets, etc., and Japanned manu- 
factures of every description. 

We shall be pleased, on receipt of application, to submit 
for your inspection a copy of our illustrated catalogue. 
Trusting to hear from you at an early date, 

We are, dear Sirs, 
Yours faithfully, 
STONEs & Co. 
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(Notifying Appointment of new Agent.) 


The Maine Perfumery Co., Ltd., 
Leadenhall Street, 
London, E.C. 
April 26, 1I9g— 
DEAR SIRS, 

On the expiry, on May 2, of our arrangement with Mr. 
J. Jameson, who has held our London agency for the past 
twenty years, we are appointing Mr. George Phair (late 
manager to Messrs. Warner & Co., Ltd., of Walsall) our sole 
representative for London and district, and he will take an 
early opportunity of waiting upon you, to solicit the favour 
of your inquiries and orders. - 

We hope you will continue to give us through him, 
the courtesy and support that have always made our relations 
so pleasant. 

We are, dear Sirs, 
Yours faithfully, 
For the Company, 
P. T. CHAMBERS, Manager. 
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[Consenting to Consign, and advising Shipments.] 


Messrs. Eccles, Brown & Co., 
Nelson, N.Z. 
June 14, 1I9— 
GENTLEMEN, 

In conformity with the request of your London corres- 
pondents, we shall have much pleasure in making you quarterly 
consignments of books and stationary, commencing with 
the present invoice of seven cases despatched per ‘‘ Caduceus,”’ 
which sailed from London on the 13th June. We hope the 
cases will reach you in good condition, realise profitable 
prices, and lead to a continuance of business. 

Bill of lading enclosed. Awaiting receipt of your advices, 

We are, Gentlemen, 
Your obedient servants, 
KENDRICK & JONES. 
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[Advice of Shipment, and Apology for unexecuted Order.) 


Mr. Watson, 
Cape Town. London, 
August 14, I9— 
DEAR SIR, 

I confirm my last, of 19th July, and have now the 
pleasure of handing you invoice and B/L of your order for 
Paris goods, which I forward as directed, by mail steamer. 
I send you an invoice without discount as requested. 

I received by last mail your favour of the 15th June, 
and immediately referred to your correspondence when I 
found to my surprise, that the order for glass, sent in your 
letter of the 15th January, had, by some unaccountable 
neglect, been overlooked, your letter having been put away 
without the order being copied. 

Being absent myself at the time, the omission rests 
with my entering clerk, for whose neglect I must apologise. 
I have now given out the order, and you may depend upon 
the cases being forwarded by a fast ship at the end of this 
month. 

I trust you will suffer no inconvenience by this delay. 
Late advices report that business was dull in the Cape 
Colony. The goods should reach your market in the busy 
season. 

You may depend upon your future orders being attended 
to with promptitude and precision. This is the first time 
such an omission has occurred since I have been in business, 
and I will take care that it shall be the last. 

I remain, 
Yours truly, 
J. GRIERSON. 


[Enclosing Invoice, and requesting Remittance.] 


Messrs. Henderson Brothers & Co., 

Boston, U.S.A. London, 

September 5, I9— 
DEAR SIRS, 
Enclosed I beg to hand you invoice of the first part 

of your order of the 7th August, and I hope to have the 
remainder, with the foreign goods, ready in a few days. 
B/L per next mail. o 
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Case mark, H. B. & Co. 
428 

I hope it will reach you in good condition. 

I avail myself of the opportunity to ask you for a re- 
mittance for the balance of your account, £49 10s. 7d., which 
I shall be pleased to receive as soon as convenient. 

I am desirous of getting the latest Boston and New 
York Directories, and if you can obtain them, I should 
be glad if they could be sent to me by an early mail. 

Yours truly, 
L. NICOLET. 


(Advising Further Shipment.] 


Messrs. Williamson & Davison, 
Mauritius. London, 
October 5, I9— 
DEAR SIRS, 

I am in receipt of your favours of the roth August, 
and am glad to find you have disposed of my two consignments, 
per “‘ Ellen Mary” and “ Dione,” at a good price. 

I am now preparing a further shipment, which I shall 
send in the course of this month, packed in tin as you 
recommend, and will wait on you by next mail with B/L and 
invoice. If any one article suits your market better than 
another, please advise me of it, that I may endeavour to 
conform to the requirements of the colony. 

I am, dear Sirs, 
Yours very truly, 
HENRY WATSON, 


[Agreeing to consign, and suggesting Terms.] 


Messrs. Bonney & Co., 
Nelson, N.Z. Sheffield, 


June 19, 1I9— 
GENTLEMEN, 


I am in receipt of your letter of the 31st March, and 
acting upon the high recommendation of Messrs. Sydney 
& Co., and the promise you hold out of occupying yourself 
energetically in the placing and sale of my goods in your 
colony, I beg to entrust to your care a case of goods ordered * 
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by a firm in your town, and of which the invoice is enclosed. 
Please deliver it on payment of freight and charges, etc. 

By the next ship I shall send you a first consignment 
on sale, but as I am not quite sure what are the most suitable 
articles for your market, either in cutlery, plated goods, or 
hardware, I forward by this mail one of our price-currents 
for you to select from. 

I believe a considerable business may be done in the 
different provinces of New Zealand, but the delay in return 
proceeds causes me to be careful in extending consignments. 
I accept the terms you propose for doing business, but I 
would suggest that the best means of increasing confidence 
and extending business will be prompt remittances. 

I fancy that consignments every month will be quite 
sufficient to meet your requirements, and monthly remittances 
with quarterly settlements of sales and returns accounts 
will, I trust, render our business relations mutually agreeable 
and remunerative. 

Believe me to be, Gentlemen, 
Your very obedient servant 


F, WARDER. 
[Advice of Consignment.] 
Messrs. Levy & Moore, Inc., 
New York. London, 
June 26, 19— 


DEAR SIRS, 

Annexed we beg to send you invoices (the account of 
charges being separate) for cases L & M. 229/30, which we 
hope will reach you in good condition. This small trial, 
we believe, may induce you to open larger transactions 
with us, which will be profitable to both parties, especially 
if you keep up the regular price of our goods in the States. 
B/L has been forwarded by the shipping agent. 

About the beginning of next month we shall send you 
the second part of your kind order. 

Hoping your Mr. Levy has had a pleasant voyage back 
and has returned safely, 

We remain, dear Sirs, 
Yours very truly, 
A. Wricut & Co., LTp. 
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(Request to close old Consignments.) 


Messrs. Beveridge & Goodall, 
Buenos Ayres. London, 
September 11, 19— 
DEAR SIRS, 

I beg to acknowledge receipt of your favour of 25th 
August, and note contents, which are satisfactory. I shall 
also now reply more fully to your favour of 22nd July than 
I could do, for want of the information you have now sent me. 

The result of case No. 130, per ‘‘ Courier,’’ does not 
surprise me, as there were in it articles of a second-rate 
character, sent merely by way of experiment, and which 
I shall not repeat, confining myself in future to superior 

oods. 
F The errors I had complained of per “ Parilla”’ ano 
“‘Courier’’ are now satisfactorily explained, and I have 
passed the sum advised, viz., £3,059, to your debit, as your 
share of the loss for wrong declaration. I hope our future trans- 
action will make up for this annoyance and loss to both of us. 

I shall feel obliged by your closing as speedily as 
possible the balances of old shipments, such as the following: — 

No. 4, per “‘ Parilla’’; No. 9, per “‘ Maria”; and No. 
15, per “Ignis Fatuus.” I should also esteem it a favour 
if you would send me, per return mail, an account current 
to date, to see that our books agree. 

Annexed I beg to hand you B/L and invoice of ten 
cases of cutlery and soft goods, and one case of electro-plated 
goods, per ‘‘ Witch of the Seas,” which I trust will reach 
you promptly, and meet with ready sale. I shall send you 
another lot of ale and wine about December. 

Can you do nothing in Monte Video? I fear there must 
be some difficulty there which we have not overcome, as the 
cases I sent to you to that port per “ Sindbad”’ you had trans- 
ferred to Buenos Ayres. I shall be glad to know how we 
can help you to get this trade and also to receive the list 
furnished by your inland customers, as a guide to shipments 
suited for Paraguay and the interior States. 

Iam, dear Sirs, 
Yours truly, 
J. HARWoop., 
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(The same with Remonstrance.] 


Mr. Carlo Menati, 
Naples. 
London, 
August 6, 19— 
DEAR SIR, 

We duly received your favour of the 2nd inst., and 
must now request you to sell the goods on hand at the best 
price obtainable. This account has been outstanding now for 
eighteen months, and we must certainly express our surprise 
that a firm like yours, after giving us encouragement to send 
the goods to you, should make any difficulty in rendering 
the account sales. 

We remain, dear Sir, 
Yours truly, 
Wa. HAnsetTtT & Son. Ltp. 


(Report of Sale of a Consignment of Wool.] 
Messrs. Sheppard & Bull, Ltd. 


July 5, 19— 
DEAR SIRS, 

We beg to enclose herewith catalogue of yesterday’s 
sale, in which were included your 205 bales of wool ex “ Ajax.” 
We are glad to say that we experienced keen competition 
for your produce, which realised very full rates, the cross- 
bred wool being especially sought after. 

You will notice that we have protected one lot, the bid 
for which fell short of our estimate of value. 

We shall endeavour to place it privately on favourable 
terms, failing which we will bring it forward in our next 
sale on the 30th inst. 

We also enclose compared shipping and landing weights 
of your produce, which we are pleased to note shows a gain 


of 560 lb. 
Yours faithfully, 


TurLE & GOUDGE. 
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[Report on Shipment of Wool.] 
Messrs. Sheppard & Bull, Ltd. 
July 15, 19— 
GENTLEMEN, 


In accordance with the request contained in your 
favour of yesterday’s date, we have examined in bulk, at the 
warehouse, your X Y Z shipment per “‘ Hercules.” 

The clip is of good quality, and in point of length of 
staple and condition, shows a marked improvement upon 
the previous season’s shear. 

Stained fleeces are here and there noticeable, particu- 
larly in the lots of second quality and in some of the parcels 
of clothing wools. 

The scoured wools are in dry condition, well grown, 
soft, fine and light, and its treatment in respect of skirting 
and classification has, as usual, been carefully carried out. 

Burrs are noticeable in the flock, but owing to liberal 
and judicious skirting, they are relegated, for the most part, 
to the broken wool and pieces. 

Yours faithfully, 
TuRLE & GOUDGE. 


(Explaining incomplete Consignment, and enclosing Bill of 
Lading and Invotce.]} 


Mr. P. Souza de Campos, 
Pernambuco. May Io, Ig— 


DEAR SIR, 

We confirm our respects of the 17th ulto., since which 
date we have duly received your esteemed favours of the 
16th and 27th April, which have had our attention. 

ORDER. We have pleasure in handing you herewith 
B/Lading and Invoice, value £284 gs. 7d. for the Matches 
ordered 16th April, and we trust the same will arrive in good 
condition per s.s. ‘‘ Empress.” 

Please note that we were only able to ship the twenty 
cases of the first size, as manufacturers do not make a similar 
box half the size at half the cost. They state that the cost 
of making the small boxes is almost as much as the large, 
and they could not execute orders for these at a price you 
could find profitable. 
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As your instructions to us were to pay only half the 
full box price we cancelled the line. 

At next opportunity, we intend sending you samples 
of biscuits, upon which please give us your report. 

SWEETS. We are sorry to hear your complaint respect- 
ing price of last shipment. Please note that these are not 
all Jelly-goods, and if you will kindly refer to our quotation 
of oth Jan. last, you will find we have charged you correctly, 
and as low as any other exporters in the market. 

We trust our explanation will meet with your approval 
and give satisfaction, and that by next mail we shall receive 
your further orders, to receive our best attention. 

We remain, dear Sir, 
Yours faithfully, 
SHorT & Brack. Ltp. 


(Enclosing Bill of Lading and Invoice, and Explaining Delay.] 


The Great Central Supply Company, 
Havana. 
December 18, 19— 
DEAR SIRS, 

We have the pleasure of enclosing Invoice and B/Lad 
ing of goods as per yours of Nov. 21st and 23rd, together 
with statement of account to end of last month. The boxes 
have been in the hands-of the ship-owners some time, but 
we have only this day obtained the B/Lading and Shipping 
Charge. 
We hope all will reach you satisfactorily. 

Yours truly, 
Tuos. Bircu & Sons, Ltp. 


[Enclosing Draft and Invoice, with Forecast as to White Lead 
Market.) 


Messrs. Edward King & Co., 
Melbourne. London, June 21, 19— 
DEAR SIRS, 

We confirm our letter of the 7th inst., and have 
much pleasure in handing you herewith invoice, for the 250 
cases Sheet Glass ordered per cable June 18th, which we 
trust will arrive in good condition per ss. “ Friederichs.”’ 
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We have drawn on you for the amount at go days, 
through the Bank of Victoria, at current rate, 5} per cent, 
and we trust this meets with your approval. 

Please note we have deducted the £20 collected from 
the National Bank, from the invoice. 

WHITE LEAD. We are informed that in view of the 
advance in pig lead, this article may rise in price. We have 
therefore booked your order one month ahead at present 

rice. 
: With kind regards, 
We are, dear Sirs, 
Yours very truly, 
FRANK Symons & Co., LTp. 


[Broker to Merchant—Report on Samples] 
Messrs. Hirsch, Schumann & Co., 
Nottingham. April 4, I9— 
DEAR SIRs, 

We have received the samples of your 20 bags of Cochineal 
ex ““ Psyche,” and enclose report. 

We want your advice before offering them for sale in 
accordance with your instructions. 

Yours truly, 


Hinton & Co. 
[Report enclosed.] 


[Reply to above.] 
Messrs. Hinton & Co. Ltd., 
London. April 5, 19— 
DEAR SIRS, 

We have your letter of yesterday’s date, and note 
your report on the 20 Bage ex ss, ‘‘ Psyche.” 

The Shipper advises us that this lot is a parcel of high- 
class Rosy Blacks, good quality; and, as this description 
is at variance with yours we hardly know whether to advise 
you to sell before communicating with him. The valuation 
is about the lowest you have ever had to put on a parcel 
from this shipper. 

We suppose there is no mistake about it, but should be 
glad if you would see whether you can fairly value it higher. 
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If the parcel is really inferior to what usually comes over 
from him, we leave it with you to sell at the best price possible 
and whenever you deem most opportune. We hope, however, 
that you will get a better price. y 

Please do your best, and kindly send us a small sample 
of this consignment, together with one of what the trade 
regards as “‘ superior.” 

Yours truly, 
HIRSCH, SCHUMANN & Co. 


[Acknowledging Particulars of Consignment for Sale.] 
July 7, 19— 
DEAR SIR, 


We beg to thank you for your favour of yesterday’s 
date handing us particulars of 75 Bales Wool for inclusion in 
our next Catalogue, which shall have our attention. 

Failing a line from you to the contrary, we shall under- 
stand you wish the shipment sold, provided there is good 
competition for the produce. 
MANNING & PRICE, 


To Mr. Theodore Parkes. 
[Enclosing Bill of Lading, and giving Order to sell Consignment.) 


Messrs. Hinton & Co., Ltd., 
London. Mansfield, September 24, 1I9— 


DEAR SIRS, 
We confirm our letter of the 22nd inst., and have 


now the pleasure of enclosing Bill of Lading of 


T 74/81 8 bags Cochineal 
a ex ss. ‘“‘ Galatea” 
S2/ senile os 
PAM “* i 


which please sell at the best value possible for our account 
as usual. 

On the same Bill of Lading is 

MAM 1 Case various effects. 

Please instruct the Dock Company to forward this 
to our address. 

Yours truly, 
BRIGHTMEN & CLARE, Ltp. 
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[Requesting to sell Consignment with special Care.) 
Messrs. Ashburton & Paull, Ltd. 
April 25, 19— 
GENTLEMEN, 


We duly received your favours of the 23rd and 24th 
inst., and note contents. 

With regard to the two parcels P. P. & Co. [x], ex 
“ Ashantee ”’ and “‘ Leander,” we have now received instruc- 
tions by cable from the shippers to sell at the best price possible, 
but at not less than 11d. 

We trust that the exceptionally clean condition of the 
parcels will enable you to get this figure, if not more. Please 
do what you can to effect a prompt sale, and if you can possibly 
get the buyer up to 114d. or even 11d., do so, as we are 
sure the shippers will lose money at 11d. 

In case you are able to sell to-morrow, kindly send us 
a wire, as we have a mail to-morrow. and should like to com- 
municate the result. 

We remain, 
Yours truly, 
FAIRBURN & BRIGHT. 
[Inquiry re Indigo Market Prospects.] 
Messrs. Starling & Morton, Ltd. 

Liverpool, 

August II, I9g— 
DEAR SIRS, 

Friends of ours are in a position to make us consignments 
of Indigo. Kindly let us know whether the article is regularly 
sold on the London Market, whether it meets with a ready 
sale, and also what are the present condition, and future 
prospects of the market. 

Our friends mention two particular numbers, viz., 
8andg. If these are known to you, inform us as to the present 
prices here for them, and in case the numbers have no 
signification in this market, please give us the present price 
or the regular selling prices. 

Yours truly, 
Bircu & DEFRIES. 

P.S.—If the article is not in your line of business, will 
you be kind enough to give us the name of a reliable firm. 
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[Reply giving Report on Indigo.] 
Messrs. Birch & Defries, 
London, 
August 13, I 
DEAR SIRS, : are 

Your favour of yesterday with regard to Indigo is 
to hand. 

We beg to say that our Mr. Adams has made a sfeciality 
of this article for many years past, and we are therefore 
quite competent to take charge of any consignments you may 
favour us with. 

The bulk of the crop is shipped to London in time for 
the auctions, which are held early in March, and attract 
the principal buyers. 

The numbers 8 and g mentioned by your friends are 
numbers intended to show the quality, but as these numbers 
tepresent the best qualities, most shippers call their Indigo 
8 and 9; therefore it is not reliable. 

The qualities and quotations are as under. 

Yours truly, 
STARLING & Morton Lto. 


[Quotations follow.] 


[Acknowledgment of above and giving Order.] 


Messrs. Starling & Morton, Ltd. 
August 15, Ig— 
DEAR SIRS, 

We duly received you favour of 13th August and thank 
you for your report re Indigo, which we transmit to our 
friends, hoping we may be able to place some consignments 
before you in due course. 

Herewith please find B/L of— 

S.T. 39/58 20 bags Cochineal, ex ss. “‘ Dunbarton ”’ 

The shipper describes this parcel as of the ‘‘ Finest” 
class, and expects a good price for it. 

With a view to making further consignments of the same 
description he wishes us to tell him whether there is a good 
demand for such. Please let us know at your convenience. 

Yours truly, 
BircuH & DEFRIES. 
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(Advising Samples, and Requesting to sell in Advance.) 
Messrs. Fishe, Jones & Co., Ltd. May 12, I9¢— 
DEAR SIRS, 

We are in receipt of yours of the 11th inst., and note 
contents. 

Herewith please find B/Lading of— 

Lak «stn Oe 

(e 1/20 20 Bags Cochineal, ex ss. ‘‘ Ashantee”’ 

London. 

The shippers say that it is very good quality and ex- 
ceptionally sound. 

Under separaté cover we send you the sample we have 
received from them, and perhaps you can sell the parcel 
in advance. We wish to make a quick sale. Please do all 
you can to get a good price. 

Yours truly, 
BRAMPTON Bros. LTp. 


[Transmitting Invoices.] 
Mr. C. Abraham, Merchant, 
Kingston, Jamaica. September 13, 19— 
DEAR SIR, 
Enclosed I have the pleasure to hand you invoices 
of cases C.A. I to 4 per ‘‘ Marquis of Argyll ’’ and C.A. 199/200 
which have been shipped by your agent here, Mr. Isaacs. 
I hope these cases will reach you in good condition, and that 
the goods will give you satisfaction. I shall be very happy 
to find your orders increasing, and trust that for the future 
our transactions may be mutually profitable. 
Awaiting the favour of your further commands, 
Iam, 
Yours obediently, 
PHILIP GLADSON. 
[Enclosing Invoices, and Regretting Bad Markets.] 
Messrs. Wilkins, Collins & Co., Melbourne. 


DEAR Sirs, May 29, I9— 


I am in receipt of your favour of the 14th April, and 
regret to hear that your market continues depressed. Enclosed 
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please find duplicate invoices of the goods indented for, which 
I trust will be duly taken up, as agreed, on arrival. The 
B/L, per ‘‘ Sea Star,”’ was sent to you by last mail. 

Your advices are so discouraging, that I have given 
up the idea of shipping any more to your market at present, 
considering that you have still on hand a large portion of 
my shipments, one of which is nearly twelve months old. 
If, however, you can obtain indents for me on the same 
terms as the present, I shall be happy to execute them. 

Yours, very truly, 
Joun Hopeson, 


[Enclosing Account, and offering to send Consignments.] 


Mr. F. Steinitz, 
Copenhagen. May 2, I9— 
DEAR SIR, 

We confirm our letter of roth ult., since which 
date we are in receipt of your favour of ist May—contents 
duly noted. 

Enclosed we have much pleasure in handing you state- 
ment of account to 30th March, showing a balance to your 
debit of £360 2s. 5d. which we trust you will find correct. 

If you are buyers of China goods at any time we shall 
be glad to hear from you as we have exceptional opportuni- 
ties for importing these to Europe, and are looking out for one 
or two large buyers who will be able to take a good part of 
a consignment. 
We remain, dear Sir, 

Yours truly, 

FREDERICK Woop & Co. 


[Order to sell Outstanding Consignment.] 


Messrs. Addington & Co., 

St. Mary Axe. 

DEAR SIRS, 

We shall be obliged if you will again draw the attention 
of your friends in Natal to the fact that account sales for 
balance of goods shipped last year, is still outstanding. 

Kindly ask them to sell out any balance of the consign- 
ment in order to get the matter cleared up; it seems to us 
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an extraordinary thing that saleable articles should hang 
fire for so long. : 
Thanking you in anticipation, 
We are, dear Sirs, 
Yours truly, 
PERKINS & HiIcGs. 


[Acknowledging Account Sales, and referring to Unsaleable 
Consignment.) 
S. Simlinson, Esq., 
Calcutta. August 4, I9— 
DEAR SIR, 

I am in receipt of your kind favour dated 7thJuly, with 
account sales per ‘‘ William ’’ and ‘‘ James,’’ which are very 
satisfactory; also the £100 bank-draft, with which you are 
credited, with best thanks. I am also greatly obliged for the 
advantage in the exchange. 

I have nothing fresh to report respecting the garnets 
alluded to in my last, and would advise you to buy no more 
at any price, as they are a perfect drug in the market. I am 
afraid it will be impossible to find a purchaser for a long 
while; my correspondent in Germany has been unable to 

find sale for them in Bohemia. 
I remain, dear Sir, 
Yours truly, 
R. FOSTER. 


LETTER OFFERING GOODS, ORDERS FOR GOODS 
AND EXECUTION 


[Offer of Fancy Goods.] 
Messsrs. H. Turner & Son, Ltd. April 25, Ig— 


DEAR SIRs, 
I beg to inform you that I keep in stock in London 
a very large assortment of the latest designs in Plain, Fancy 
and Jewelled Clasps, Belts, and Beltings, for which I can 
quote you very low prices. I shall be pleased to submit 
samples if you will favour me with a call. 
I am, dear Sirs, 
Yours truly, 
Pro. T. MATTHEws, 
Epw. BILTER. 
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[Announcing Traveller to Call.) 


Messrs. Townley & Grey, Ltd. 
uly 24, I 
DEAR SIRS, the gh ta 
We beg to inform you that our Mr. Thos. King wili 
have the pleasure of waiting upon you on or about the 28th 
inst., when the favour of your commands will oblige. 
Your obedient servants, 
W. THomMas & GREEN. 


(Order for Timber.] 


GENTLEMEN, 

I am in receipt of your favour quoting price for 800 
loads of Dantzic oak, now lying in the Commercial Docks, 
which I accept, and you can draw on me for the amount 
named at three months, delivering one half of the timber at 
my wharf at your earliest convenience. I will give you in- 
structions shortly respecting the remainder. 

I am, Gentlemen, 
Your obedient servant, 
Tuomas Day. 


To Messrs. Churchill & Sons, Ltd., Timber Brokers. 


(Offer of Tin.] 


GENTLEMEN, 

We have just landed from the Straits some splendid 
blocks of tin of the finest quality, in addition to our holdings 
at Penzance, which we are able to sell at prices as per list 
at foot, payable at three months. Your orders will be esteemed 
by, 
4 Your obedient servants, 

BIDDULPH & Co. 


To pes C. Cocks & Co., Ltd. 
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(Offer of Lead.) 
August 2, I9— 
SIR, , 
Sometime ago you inquired our price for English lead 
piping, W.B. brand, As we have not heard from you and 
the priceis steadily rising we venture again to enclose quotation 
as per attached list, payable by bills at twoand three months. 
Weare, Sir, 
Yours obediently, 
To Messrs. C. Cocks & Co., Ltd. S. Woop & Co. 


[Offer of Glass.] 


Messrs. Thos. Marne & Co., 
Smithfield. 


DEAR SIRS, 

We have for sale and now lying at Antwerp, the follow- 
ing sheets of Polished Plate Glass (ordinary glazing quality) 
for which we shall be glad of an offer. 

The glass in question is the balance of a contract 
which we have now on our hands through stoppage of the 
Australian markets. 

Yours truly, 
EDWARD Burtt & Co. 


25 to 30 thousand super feet. 
Sizes—132” to 144” by 72” to 84". 


(Quoting Prices of Iron.] 


London, 

July 20, 19— 
GENTLEMEN, 

In answer to your favour of the 17th, our price for 
supplying castings to the destination you mentioned in your 
letter, is £10 per ton of the best pig-iron, carriage exclusive. 
Our terms are cash, one month after delivery. 

We remain, Gentlemen, 

Yours obediently, 


Jackson & Co. Lt. 
To Messrs. E. Howitt & Co., Ltd. 
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[Request for Estimate for Machinery.] 


Bristol, 
May 23, 19— 
GENTLEMEN, 

We will thank you to inform us your price and terms 
for an engine and boiler, the former to lift loads up to 
three tons. 

Our building is located at the side of a canal, and the 
object we seek is to receive and ship goods with more con- 
venience at our warehouses. We have a building at one 
corner, in front, at present used as lumber-house. It occurs 
to us that this place will suit for the engine and boiler-rooms. 
We may add that ample water can be had from the roof 
of our warehouse, there being a tank in that position. 

We are, Sir, 
Yours obediently, 
SHAND & Co., LTp. 
To Messrs. Wilmot & Stacy, Ltd. 


[Reply to foregoing.] 
Offices—A delphi, 
May 28, 19— 
GENTLEMEN, 

In reply to your letter of May 23rd, and the subsequent 
visit of Mr. Rufus, our local agent, we have pleasure in 
stating the price and terms. 

The price of the engine and boiler you require, exclusive 
of fixing, is £400 (four hundred pounds sterling). The terms 
are £100 (one hundred pounds) on signing the agreements, 
and the remainder, £300 (three hundred pounds), on the . 
erection of the engine and boiler. 

The price for erection will greatly depend on the present 
state of the site, on which subject our Mr. Rufus does not 
feel competent to advise us, but a fair estimate can be made 
by vur engineer surveying the locality, the charge for which 
will be ten guineas, including report. 

I have the honour to be, Gentlemen, 
Your obedient servant, 
WIiLmotT & Stacy, Ltp. 
To Messrs. Shand & Co., Ltd. 
D 
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[Further Correspondence Concerning the Same.] 


June 4, I9— 
GENTLEMEN, 

We are in receipt of your esteemed reply dated 28th 
ult. We agree to your price and terms for the engine and 
boiler alluded to in our letter to you of the 23rd ult.,and will 
sign the agreement on the approval of our solicitor. We will 
thank you to survey the building intended to receive the 
engine and boiler at your earliest convenience, and on the 
receipt of your report we will proceed forthwith in the matter. 

We remain, 
Yours obediently, 
SHAND & Co., LTp. 
To Wilmot & Stacey, Ltd. 


[Reply.] 
June 7, 19— 
GENTLEMEN, 

I beg to inform you that our engineer yesterday surveyed 
the premises proposed as the site of your engine and boiler, 
and the conclusion he arrived at is, that with a slight alteration 
the locality is suitable for the purpose. 

The enclosed agreement and report will render your 
solicitor and yourselves fully acquainted with the particulars 
as to price, terms, and time. 

I am, Gentlemen, 
Yours obediently, 
Witmot & STACEY, LTp. 
To Messrs. Shand & Co., Ltd. 


[Requesting Estimates for Glass.] 
M. Jacques Montinet, 
Namur. 


April 4, 1 
DEAR SIR, aa iP 


Enclosed we beg to hand you a specification for Sheet 
Glass, for which please give us your best quotation for 2nd 
quality, and oblige, 

Yours faithfully, 
TuHos. Marne & Co. Ltp. 
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too Boxes 3/16 10X 8 

aon. ©;, = 12X10 

79 ” ” 24X12 

600 ,, 3/21 14X12 

30 ” ” 32x24 
Shipping Instructions :— 

The Glass to be shipped as soon after receipt of order 

as possible. 


Each box to contain 1ooft. super as near as_ possible. 

All boxes from 70 to 85 united inches to have four 
battens—two on each side of box. 

The size and weight of glass to be branded on both 
ends of each box, and “ Royal Brand” marked distinctly 
on each box. 

The manufacturer to put no other brand or mark on 
the boxes except [P.L.] 

T; 

Each box to be well and strongly made with elm ends 

and not soft wood. 


[Refusing Unsatisfactory Quotation.] 


M. Jacques Montinet, 
Namur. 
April 9, 19— 
DEAR SIR, 
We are obliged by your favour of 7th inst., handing 
us quotation as requested in our enquiry of the 4th for 1000 
boxes Sheet Glass. 
We regret that in this instance we cannot confirm our 
order as we have a better price offered. 
On the next occasion we shall be pleased to give you 
the opportunity of quoting us. 
as : We remain, dear Sir, 
Yours truly, 
Tuos. MARNE & Co., Ltp. 
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[Requesting Quotation for Dried Fruit.] 


Mr. J. Pretorious, 
Duncan Street. November 4, I9— 


DEAR SIR, 

Kindly give us your best prices for currants, and dried 
fruit,exactly as invoiced by you 15th August last and shipped 
per ss. ‘‘ Elba,’’ and state the earliest date you can deliver, 
as the goods are urgently needed. 

Yours truly, 
THOMPSON & MARKHAM, LTD. 


[Reply giving Quotation.) 
Messrs. Thompson & Markham, Ltd. 
November 5, I9— 
GENTLEMEN, 

In reply to your enquiry of the 4th inst., ve currants 
and dried fruit, I have much pleasure in quoting you as per 
prices marked on samples herewith, and trust you will favour 
me with your esteemed order. 

Yours faithfully, 
J. PRETORIUS. 


[Accompanying Samples.] 
Messrs. A. Drage & Co., 
St. Michael’s Buildings. September 4, I9— 


DEAR SIRS, 

In reply to your enquiry re Starch, I have much pleasure 
in handing you herewith samples of my No. 1 Genuine Starch, 
which we can safely recommend as a good article for the 
money. Price list enclosed. 


Yours faithfully, 
Tos. UNDERWOOD. 


_ [Notifying Shipment, and enclosing Samples.] 
Messrs. J. Coles & Son, Bromley. 


August 5, I9— 
DEAR SIRs, 

Herewith we have pleasure in handing you samples 
of Light Soap at 15s., as bought from Messrs. Jacobs & Co., 
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tor marks as under, and shipped per R.M.S. “‘ Swift.’ 
Yours truly, 
T. W. GIBBs. 


Eee 50/56 lb. boxes 


@) 2/100 
Pernambuco 
L[EFR| 50 / 56 


San Paulo 


[Confirming Verbal Order.] 
Mr. T. Gardner, 
Masefield Rd. 
October 4, I 
DEAR SIR, gi mA 
I have now much pleasure in confirming my verbal 
order of this morning, which I hand you at foot, and trust 
you will have it sent at once. 
Yours faithfully, 
RICHARD JOHNSON. 
ORDER.—8 Boxes Biscuits 
24 Tins Biscuits prices as per list. 


[Acknowledgment of Same.) 


October 5, I9— 
DEAR SIR, 
I beg to acknowledge, with thanks, the receipt of your - 
order dated 4th inst., which shall have immediate attention. 
Yours obediently, 
T. GARDNER. 
To Mr. Richd. Johnson. 


[Explaining Delay in Delivery of Goods.] 
July 11, 19— 
DEAR SIR, 
We beg to acknowledge receipt of your esteemed 
order. 
Owing to the unprecedented demand for the goods, 
we are reluctantly compelled to ask for 10 to 15 days for 
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delivery, but every effort will be made with a view to 
executing your order earlier. 
Yours respectfully, 
HENRY Townson & Co., LTD. 
To Mr. Philip Jones, 


[Refusing to Tender owing to Pressure of Work.) 


Messrs. Hornby & Oldfield, Ltd. 
August 5, Ig— 
DEAR SIRS, ; 

With reference to your favour of yesterday, containing 
specification of work to be executed at Messrs. Francis & 
Booth, Ltd., I regret I must return the documents, as we are 
unable to undertake any more work within the dates you 
specify. 

We are working up to, if not beyond capacity and shall 
be for months to come on present contracts, and I feel it would 
not be fair to you to run any risk of causing you delay on this 
big piece of work. 

I thank you for the opportunity of tendering for this 
sub-contract. 

Yours very faithfully, 
For SHEFFIELD MANUFACTURING Co., LTD., 
EDWIN BURRASTON, 


Manager. 
[Another Refusal to Tender.] 
The Consulting Engineer, 
Broadwater Scheme. 
April 1, 1¢— 


DEAR SIR, 

We thank you for specification of Travelling Crane, 
but as it is a hand crane that is specified, and as this class 
of work lies outside our manufacture, we are not able in this 
instance to tender, and are therefore returning your specifica- 
tion herewith. 

Yours faithfully, 
Jones & Co., Ltp. 
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[Order for Gold Thread.]} 


Messrs. Johnson, Simons & Co., Ltd. 
Madras, 
June 5, 19— 
GENTLEMEN, 

I am open to take: 1000 ounces more of your fine gold, 
dark-coloured thread, price as last; the account, as in the 
last instance, to be paid by me in two months after receipt 
of the thread. If it is not good and of uniform colour, 
the thread will be sold at your risk. If you agree to these 
terms, please ship the thread at your convenience. 

W. H. SMITH. 


_ [Acknowledging Order for Goods.] 


Messrs. Williams & Drake, Ltd. 
April 1, 19— 
GENTLEMEN, 

We have the pleasure to acknowledge receipt of your 
order F6rg for delivery 20th May. 

We shall be pleased to put item 464 into work at 
2s. 3d. per yard, provided that you make the order into two 
pieces each pattern ; otherwise we shall be obliged to charge 
2s. 4d. per yard for single pieces, on account of expenses 
being proportionately heavier. 

We are, yours faithfully, 
Burcess & Jones, LTD. 


[Order for Soap.] 


Messrs. Rennett & Co., Ltd., 
Kingston. 
September 3, 19— 
DEAR SIRS, 

Please put in hand the following orders, and have 
ready for us to pack by the 18th inst. The order for Light 
Mottled must be Light, and not of the same description as 
supplied twice previously. Price as before, 

Yours truly, 
EDWARD Brown & Co., 
per R. CLARKE, 
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[Promising Delivery of Order.] 


Messrs. Strong & Aston, Ltd. 
April 30, Ig— 
DEAR SIks, 
Thanks for Order No. 153, which we have put in hand, 
The first delivery will be about the end of May. We hope 
this will suit you. 
Yours faithfully, 
WiLtiams & PORTER. 
To Mr. John Strong. 


[Form of Acknowledgment not requiring Signature.]} 


Messrs. James & Co., of Burnside acknowledge with 
thanks Mr. P. Bird’s order for fifteen pieces Woollens, 54 
inches, to be delivered 20th May. They will do their best 
to carry out the instructions, but unfortunately they have 
had a strike at their mills for the past three months, which 
is still unsettled. They hope, however, that it will be finished 
in time to enable Mr, Bird’s order to be forwarded as desired. 


(Confirming Part of Order.] 


Messrs. Perrins & Co., Ltd. 
Putney. 
March 7, 1 
DEAR SIRS, lank 
We confirm the order for the Dark Soap at price as per 
your list, but as regards the Dark Mottled, we much regret 
that we cannot see our way to pay such a high advance. 

The sample enclosed in yours of the 5th is exactly the 
colour and quality required for orders, and we should be 
much obliged by your reconsidering the price and giving us 
a call, if possible, to-morrow, or by ringing us on the phone. 

Yours truly, 
Wo. Everitt & Son, 
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{Concerning Order which is Impracticable on Terms 
Suggested.] 
Mr. Thos. Langbridge, 
Odessa. August II, 19g— 


DEAR SIR, 

Referring to your esteemed favour ordering mixed 
Sweets (200 barrels), we have to-day interviewed the manu- 
facturers, and find it quite an impossibility to supply at the 
same price as last. viz., 57s. per cwt., and Barrels 8d., less 
5 per cent. 

Through the advance in sugar they have been compelled 
to raise the price of Sweets 3s. per cwt., and Barrels to cost 
as. 8d. each. 

For your guidance, we enclose a price list of Mr. J. T. 
Martin, and you will find precisely similar goods quoted at 
63s. per cwt. net, Barrels extra. 

If you care to confirm the order we will bear a part 
of the loss ourselves, and charge you 60s. per cwt., Barrels 
ts. 8d. each, less 5 per cent. 

For F. Parsons & Co., Ltp. 


GEO. THOMPSON, 


[Answering Complaint about Size of Goods.] 
T. Jameson, Esq 
October I, 19— 
DEAR SIR, 

My London representative has written to me saying 
that you have complained about the reference sample of the 
Bordered Lustre sent you, measuring only 37 inches. 

I sent a man to the packers to measure the goods, 
and find that the narrowest pieces are 37} inches, and they 
vary from 37} inches to 373 inches. 

The cloth is called 38 inches, although I do not think 
the sample from which you bought the goods would measure 
that width, and I need not say that this cloth has been made 
exactly as I have always made it before, and, as you will 
doubtless know, in finishing these goods, I cannot work it 
to the fraction of an inch. 

I am, yours respectively, 
Rup. CoHEN. 
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[Respecting Order not carried out.) 
February 14, I9g— 
DEAR SIR, 

We again have to call your attention to our order 
placed 12th January for delivery in two weeks. 

You wrote on the 3rd inst., that the goods would be 
forwarded within a week, but we have not seen anything of 
them. If not delivered this week we shall have to cancel 
the order. Please note and oblige. 

Yours faithfully, 
J. StumMons & Co., LTD. 


[Answer to Complaint of Unsatisfactory Consignment.) 


Messrs. J. Brown, Sons & Co., Ltd., 
Lime Street. 
May 23, I9— 
DEAR SIRS, 

We duly received extract from the letter sent you 
by Messrs. Grieveson Bros., in which it is stated that “ the 
packages ex ‘ Bellerophon’ are very unattractive.” 

We are at a loss to understand this, as we have been 
very careful to follow out all your instructions. We send 
you a box marked, which we believe fairly represents the 
shipments that we have made. 

Please assure your friends that we shall use every en- 
deavour to turn out good articles to give them satisfaction, 
and we trust there will be no cause for further complaint. 

Yours truly, 
G. BERNARD & Co., Ltp. 


[Further Details re same.} 

Messrs. J. Brown, Sons & Co., Ltd., 

Lime Street. 

May 29, I9— 

DEAR Sirs, ot slung 

_ Referring to your complaint of shipments to Messrs. 
Grieveson Bros. in April last, we now beg to hand you the 
following report. 

The bar you sent us, if representative of the parcels 

supplied, would certainly give just cause for complaint, 
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but after making careful enquiries, we are quite sure that 
it is not at all a fair sample of bulk. 

The manager of our Packing Department has been 
extremely careful about all your orders, and we therefore think 
your friends must have opened a box that had one or two 
inferior specimens at the top, and have formed an adverse 
opinion from these. 

In confirmation of this, we have had from no other 
source a single complaint against any other articles turned 
out at the same time and shipped about the same date. 
In fact, we think the manufacture has greatly improved 
during the last year. 

In conclusion, we can assure you that all future orders 
which your friendsmay entrust to us shall have our personal 
attention, and nothing shall be wanting on our part to secure 
their entire confidence. 

Yours faithfully, 
G. BERNARD & Co., LtTp. 


[Regarding Disputed Price of Goods.} 


Mr. W. E. Hackwell, 
Newcastle. January 27, I9— 
DEAR SIR, 

In reply to your favour of yesterday’s date, we beg 
to state that the Fringe we sent you should have been 5s. 3d. 
per doz., and we charged 4s. 6d. per doz to meet you—a 
reduction of gd., which is the very best we can do. 

We shall be pleased to make in the same quality as 
last if you wish it. 
Yours respectively, 

W. Davis & Sons, LTD. 
per W. G. 


[Regretting and Explaining Damage to Goods.] 


To Mr. M. Abraham, 
Manchester. March 18, I9— 


DEAR SIR, 
We send you herewith a sheet of illustrations which 
we have just issued, and which represents many of our “ up- 
to-date’’ leading lines. We have recently enlarged our 
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premises, and have now greater facilities for the prompt 
execution of orders. : 

We are sorry you have to complain that the sideboard 
sent you last week was damaged. The injury must have been 
done in transit, as the piece was most carefully packed, and 
not only so, but the Railway Company signed for it in good 
condition. We hope you did not give a clean signature at 
your end; if you did not, then of course you have a claim 
which you should make on the Company at once. We 
shall be glad to hear what is done in the matter. 

Awaiting your further commands, 

We are, dear Sir, 
Yours obediently, 
T. STEPHENS & Co., LTD. 


(Allowance for Cases.]} 


Messrs. Greenslade & Co. 
April 4, I9— 
GENTLEMEN, 

As there was no agreement made respecting the deduc- 
tion for the case when the order was given, I will allow in 
this instance 6s.; but in future I cannot do so, as it is quite 
contrary to my usual practice to allow for cases. 

Your obedient servant, 
S. Rote. 


[Reply to Claim for Deductions.]} 


Messrs. Chandler & Co., Ltd. 
March II, 19— 
GENTLEMEN, 

I am sorry you do not consider my proposal a just one, 
but in order to avoid troublesome correspondence, I agree 
to make the allowances you require. As this does not show 
me any profit on the sale, perhaps I can hope for a little further 
business to make it up. 

Annexed I enclose you the copy of the claim amended 
according to my books, and I hope you will find it correct. 

Yours truly, 
PAUL SLACK, 
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[Reply to Claim for Overcharge.] 


Mr. James Long. 
uly 7, I 
DEAR SIR, pie coe 
Regarding your claim for 2d. overcharge on Braid, we 
beg to state that 4s. 6d. per gross is the correct price for single 
grosses. 4s. 4d. is the price per gross for three gross papers. 
We have therefore, cancelled your debit, and hope you will 
find this correct. 
Yours respectfully, 
EDWARD STRoNG & Brown, LTp. 


[Respecting Short Delivery of Goods.] 


Messrs. R. Boys & Co., 
Oxford. 
Aug. 14, Ig— 
GENTLEMEN, 

We are in receipt of your claim for 2 doz. Garnitures 
short, at 8s. r1d., invoiced roth December. 

We have referred to your entry of this date, but can find 
no Garnitures charged at that price. There are, however, 
one doz. Muff-chains entered at the same amount. If these are 
the goods referred to, we should feel obliged by your making 
further inquiries, as possibly two may have been misplaced. 
These goods are done up one dozen on a ring, and we never 
break that quantity. Of course, if you should still be unable 
to trace them, and will advise us, we shall be pleased to pass 
the amount to your credit. 

We are, Gentlemen, 
Yours respectfully, 
R. Davipson & Co., Ltn. 


[Explaining Delay in Executing Order, and giving Fore- 
cast of Future Market.) 


Mr. John Day. 
} ‘ September 11, 1Ig— 


DEAR SIR, 
Your goods were despatched yesterday by the London 


Midland & Scottish Railway. : 
The delay has been caused owing to the fact that we 
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_were out of stock of the () Patna Rice. A fresh parcel 


‘however, has come to hand,and we have forwarded 10 bags 
to you as per your order. 

You may have noticed that pepper is on the rise. Our 
opinion is that it will become firmer every day. We shall 
have 200 bags of the White, marked W. L. & Co., some of 
which we offered to you a day or two since. 

You may hold the offer good, for reply per return of 
post, and we should recommend you to send us an order. 

Mr. Jones of our Tea Department is writing you per 
next post, with reference to your enquiry. 

We are, dear Sir, 
Yours truly, 
Harris & FRANKLIN, LTD. 


[Reply.] 
Messrs. Harris & Franklin, Ltd. 


September 12, 1g— 
DEAR SIRS, 

I have received your letter, and am glad to say the 
goods have now arrived. My stock of several of the articles 
on order was running short. 

I am not inclined to think that pepper is going to be 
as dear as you imagine. Anyway, if you think well to take 
}d. per Ib. less than the price quoted by you, you may send 
me 50 bags of the W. L. & Co. lot per Great Western Railway. 
This would keep me going for some time to come. 

Please send me a few samples of Sago and Tapioca 
of medium quality. I am a buyer if the price is right. I did 


not care for the (3) Sago that I had last time. Please 


improve on this in your samples. 
Your account shall be settled with your traveller next 
week, 
Yours truly, 
Jno. Day, 


INSURANCE OF GOODS 47 


INSURANCE OF GOODS 


[Order to Insure.] 


Mr. Thomas Groves. 
August II, 19— 
Dear Sir, : 
Please insure the following goods on account of Messrs. 
Jas. Shave & Co., Adelaide, who pay all premiums, per 
ss. “‘ Friederich,’’ Antwerp to Sydney. 


[J. & K. S.&Co.] 80 Boxes Glassware—Value, £200. 


Sydney. 
For S. SMYTHE & Co., LTp. 
T. PAYNE. 
Certificate required for Bank. 
[Another Order to Insure.] 
Mr. Jackson. October, 4 19— 
DEAR SIR, 
Please insure, F.P.A., the following :— 
Ld 8 oscue on foetiensen 02. 2 cases, per Emperor, Madras........... £50 
PBISNS/1O) cscs cacwescteen 2 a3 ,, Windermere, Hobart Town 40 
1A Gea lee Ree ee ere 4 <3 », Bury St. Edmunds, 
Mauritius............... 
Ss hay 4 (Ss 3 Beer aoe 5 i 3, 0 R. Sale, Madras........... 
MLC 328/31 Jats yy, Wentworth, Calcutta.... 
WCY 1/3 & 54/5 5 . ,, Evening Star, Otago........... 
VDM 282/96 & 6/10... 20 jp 4, Erockial, S¥ANCY...c50000.00000. 5 
RWC 1/4 & 297/307... 15 3 », Corsaty’s Bride, Adelaide ...180 
ELW?203/07 0 soe cbeteos as 2 55 », Scawfell, Hong-Kong......... 50 
VD 389/95 & 11/16.... 14 - », Summer Cloud, Sydney.... 200 
Yours truly, 
E. GIBson. 
[Objections to Terms Suggested.] 
Messrs. Chinnery & Co., Ltd. September 1, 1Ig— 


DEAR SIRS, ; ad 
My instructions having been quite positive for insurance 


“free of all risks,’’ I beg to inform you that I decline the 
insurance you have effected against my orders, and hold you 
responsible. I prefer no insurance at all to that with the 


limitation of “‘ free of average.” 
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I shall have a case ready in a day or two for Santander. 
Please inform me in the meantime that my precise instruc- 
tions as regards “‘all risks’’ shall be duly observed. 

Yours truly, 
J. HAYTHORN. 


[Authority to settle Claim for Damaged Sugar.) 


P. L. Simmonds, Esq., London. June 7, 19— 
DEAR SIR, 

We, the undersigned Underwriters on a cargo of sugar, 
per ‘‘ Timandra,’’ @ Havana, arrived at Hamburg, request 
you to proceed thither forthwith, and hereby authorise you to 
arrange the settlement for particular average with the con 
signees of the cargo as you may deem fit. We hereby agree 
to contribute our respective proportions of any expenses 
so incurred. 

For the Adriatic Marine Insurance Company, Ltd. 

FREDERICK HARFORD, 
M. HAMMOND, for self, 
&c., &c. 


(Particulars of Cargo for Setilement of Claim.] 


London, E.C., June 8, 19g— 


“ Timandra.” 
DEAR SIR, 

With reference to the particulars of cargo of the above 
vessel, the declaration on our own and other policies is upon 
T.F. 1/2248. 2248 Boxes Sugar, valued at £5,800. 

I am, dear Sir, 
Yours truly, 
The Adriatic Insurance Company, 
P. L. Simmonds, Esq. H. L. Browne, Secretary. 


(Report on the Above Cargo.] 
Mr. T. Pawle. Hamburg, June rr, 1g— 
DEAR SIR, 


I have to report to you that I arrived at Hamburg 
yesterday, and immediately placed myself in communication 
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with Lloyd's agent, and obtained the particulars of the official 
survey which had been made. 

To-day, with an experienced broker who had been called 
in to value the damaged sugar, I carefully examined the 
. boxes, which are deposited in two different warehouses, and 
herewith I append an estimate of damage, which is certainly 
very heavy. Apparently, from the captain’s report, the 
vessel shipped heavy seas during a great part of her voyage, 
and hence the extensive loss and damage. 

I endeavoured to effect a compromise by suggesting a 
pro rata allowance to the owners, but they were unwilling to 
negotiate, and preferred to relinquish to the underwriters 
as a total loss. As prices come better from Mincing Lane, 
and there seems an upward tendency in the produce markets 
here, I hope at the public sale, to which I fear I shall have to 
resort, something like fair prices may be realised. 

Unfortunately the local demand is not great here, there 
being but two refineries, which appear to be well stocked, and 
the publicity that can be given will not be sufficient to draw 
buyers from distant parts. Unfortunately the longer the sale 
is delayed the greater will be the deficiency in weight by 
drainage. 

I have hopes that I may yet save the expenses of public 
sale, having had a private offer for the whole, the only question 
in dispute being how much allowance shall be made, the 
bidder wishing for an abatement of five marks per roolb., 
while I consider two marks is a sufficient deduction. 

I am, dear Sir, 
Yours truly, 
P, L. SIMMONDS. 


P.S.—After due consideration and much dispute, I 
accepted the offer for the whole of the sugar, allowing an 
abatement of three and a quarter marks on the sound value, 
leaving to Lloyd’s agent the delivery and settlement. I add 
this postscript so that you may see the whole position from 
the letter written an hour before. 


{Estimate follows.) oi 
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(Instructions for Claim for Loss of Goods Insured.) 
DEAR SIR, April 7, 19— 

I send you the necessary papers for a claim per 
‘Glenark,”’ which you had insured for me. Shall I make out 
the claim, or will you? I have only claimed for £60, although 
the certificate states that the goods would have been worth 


£125 sound value. Yours truly, 
RICHARD JOHNSTON. 


(Order to Insure Shipment.) 
To the Secretary, 
The Australian Marine Insurance Co., Ltd., 
Philpot Lane, London, 
DEAR SIR, May, I9g— 
Please insure under the open Policy on account of 
Mr. Black, of Newcastle, N.S.W., £200 on Goods shipped per 
ss. ‘‘ Port Ducie,” from London to Newcastle. All claims to 
be adjusted and paid in Newcastle. 
Yours truly, 
Francis & Co., Ltp. 


Warranted free from particular average, unless the ship 
be stranded, sunk or burnt. 


Packages and Contents. 
Marks Nos. lat with average state nature of packing) Invoice Value 
1/2 2 Cases Clothing £180 


[Undertaking to Insure against Fire Risks.] 


DEAR SIR, : May I, 1I9— 

We beg to thank you for your favour of yesterday’s 
date, enclosing Bills of Lading, Specifications, and Policy of 
Insurance for 205 Bales Wool per ‘‘ Marlborough,”’ all of which 
shall have our best care and attention. 

We will, as usual, cover this shipment against risk of fire 
under our floating policies, subject to their clauses and con- 
ditions. 

Yours faithfully, 
To Matthew Strange, Esq. TuURLE & JoHNsoN, LTD, 
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(Letter re General Average.) 
Liverpool, May 6, Ig— 


““ Marypool.” 
(Liverpool to Sydney, N.S.W.) 


Messrs. Johnson & Briggs, Ltd. 


DEAR Sirs, 

As you are no doubt aware, this vessel broke adrift 
from her anchorage in the River Mersey, during a heavy squall 
on the night of the 6th March, and took the ground between 
the Canada and Huskisson Docks. With the assistance of 
the tugs “‘ North Star ”’ and “‘ Mohawk ”’ she was subsequently 
got off and towed to a safe anchorage, where she was examined 
by a diver, who reported that he found no damage to her 
bottom. 

A claim was afterwards made by the owners of the tug 
“Mohawk ”’ for Salvage and other services, which has since 
been settled for £758. 

A claim has also been made by the owners of the ‘‘ North 
Star”’ for £1,350 for services rendered, but this has not yet 
been settled. 

In the meantime bail has been given, and the “‘ Mary- 
pool” has proceeded on her voyage. 

For the convenience of all parties concerned, and in order 
to avoid unnecessary expense and delay in the delivery of the 
cargo at Sydney, it has been decided that the general average 
shall be adjusted at Liverpool ; we must, therefore, ask you to 
be good enough to sign the enclosed form of average agreement, 
and return it to Messrs. Duncanson & Co., Tower Buildings 
West, and also make a deposit of 6 per cent. (say six pounds 
per cent.) of the value of your shipment on or before the 30th 
instant, in the North and South Wales Bank, Ltd., Liverpool, 
in the joint names of T. Mandale & Co. and C. Danes (the 
Average Adjuster who has been appointed to adjust the 
general average). 

The percentage of deposit has been fixed by Mr. Danes, 
who will be glad to give you any further information on the 
subject on application. ‘ 

On your making the above deposit we shall have much 
pleasure in giving the necessary instructions for the delivery of 
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your cargo on the vessel’s arrival. If on the other hand you 
elect not to pay the general average here, we shall make 
arrangements for taking the deposit from the consignees 
before the goods are delivered; as, however, this course will 
of necessity involve some expense and trouble at the port of 
destination, and possible delay, which we are most anxious 
to avoid if possible, we trust you will see your way to making 
the settlement here. 
Yours truly, 
T. MANDALE & Co., 
Owners of Ship. 
Duncanson & Co., 
Charterers. 


[Agreement above referred to.] 


AN AGREEMENT made this 8th day of May, I9—, 
between T. Mandale & Co., being the owners of the ship or 
vessel called the ‘‘ Marypool,” of the first part, and the several 
persons whose names or firms are set and subscribed hereto, 
being respectively owners or shippers of cargo on board the 
said ship, or their agents, of the second part (hereinafter called 
the shippers). 

Whereas, the said ship has been aground in the River 
Mersey while on a voyage from Liverpool to Sydney, N.S.W., 
and it is alleged that during such voyage sacrifices were made 
and expenditure incurred which may form a charge on the 
cargo, or some part thereof, or be the subject of a general 
average contribution, but the same cannot be immediately 
ascertained, and in the meantime it is desirable that the 
vessel should continue her voyage and deliver her cargo at 
Sydney, N.S.W. 

Now therefore these presents witness, and the said 
parties hereto of the first part on their own part, and (if 
agents) on behalf of the owners and master of the said vessel, 
in consideration of the agreement of the shippers hereinafter 
contained, hereby agree with the respective shippers, that they 
will on the arrival of the vessel at Sydney, N.S.W., deliver to 
the respective consignees their respective consignments on 
payment of the freight payable on delivery, if any, and the 
said shippers in consideration of the said agreement of the 
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parties hereto of the first part, for themselves severally and 
respectively, and not the one for the others of them, hereby 
agree with the parties hereto of the first part, that they will 
pay to the parties entitled thereto the proper and respective 
proportion of any general average, salvage, and particular or 
other charges which may be payable upon their respective 
shipments, or for which the consignees or owners of such 
shipments may be liable in respect thereof. 

And it is hereby agreed that the adjustment shall be 
made at Liverpool by C. Danes, being a member of the Associa- 
tion of Average Adjusters, who shall send to each of the 
parties hereto a copy of his adjustment on the date thereof. 
And the said shippers further promise and agree forthwith 
to furnish to the said adjuster a correct account of the par- 
ticulars and values of the goods laden on board, or delivered 
from the said ship, and owned or shipped by them respec- 
tively, and such other information as may be required, in 
order that any such general average and other charges may be 
adjusted in the usual manner. 

As witness the hands of the parties : 

Jounson & Briccs, Ltp 
JAMES H. BriGGs, 
Director. 
[Report on Damaged Sugar.) 

Mr. T. Josephs. 

London, July 14th, 1g— 
DEAR SIR, 

In accordance with your letter of the roth inst., signed 
also by the other underwriters, of a cargo of 2,492 boxes of 
sugar, per “‘ Flamingo’ from Havana, I proceeded the same 
evening to Antwerp, and on the 11th examined in the ware- 
houses there the 729 boxes set aside as damaged, and which 
were all still open. These 729 boxes had been agreed as 
damaged by sea-water, by Mr. Jolliff, Lloyd’s agent, out of 
1,200 originally alleged to be so damaged. About some few 
there might be doubt as to the cause of damage; the great 
bulk were, however, unmistakeably sea-damaged, many very 
badly, and two boxes were empty, evidently also by the action 
of sea-water. The official survey having been held previously 
to my arrival, I did not attempt to alter it. 

Next to the decision as to what cases are damaged, the 
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most important proceeding is the fixing the sound value ; the 
two chief points being to ascertain that the samples fairly 
represent the sound sugar, and that the standard numbers 
and prices are made properly. In this case there were three 
samples, one of 500 boxes, another of 500 boxes, and one of 
1,492 boxes. The first parcel only is the property of the con- 
signees; the second parcel belonged to an Antwerp sugar- 
refiner, and the 1,492 boxes were consigned for account of 
a house at another port; and on this latter ground the con- 
signees from the first declined to make a private settlement 
of the claim; and though I remained at Antwerp till the 
afternoon of Monday the 13th, and went with Mr. Jolliff to the 
refinery and to the counting-house of the consignees, making 
them a positive offer of a lump sum, they declared themselves 
unable to settle for the whole privately. It was therefore the 
more important that, on the 11th, I should be present and 
assist at the fixing by the brokers of the sound values of the 
three samples which I have with me. 

I saw the standard numbers of all of them on this 
occasion properly fixed, and this was further confirmed by the 
invoice numbers which I afterwards examined, and which 
were higher than the numbers fixed at Antwerp. 

The consignees, when informed of the result expressed 
themselves not content therewith; but I informed Mr. 
Jolliff that the underwriters would not consent to any modifi- 
cation of them. Judging from the prices paid at a sale of 
another parcel of damaged sugar, at which I was present, the 
prices of the day were actually fixed. I was further satisfied 
that, in the case of the two parcels of 500 boxes each, the 
samples rightly represented the sugar as I inspected it at the 
warehouse. From the great variety in the quality of the 
1,492 boxes, I was not certain that the sample exactly rep- 
resented them. I therefore instructed Mr. Sampson to have 
a fresh sample taken of this parcel, which he will forward 
to me in London. 

If, therefore, you should now decide to allow the sale 
to proceed, I shall be able to a great extent to examine the 
claim when it comes forward. 

I am, dear Sir, 
Yours faithfully, 
Davip MATSON. 
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r (Further Correspondence.] 
Mr. David Matson. 
Antwerp, July 15, 1 
My Dear SIr, py July a5) 19 

At the close of Change yesterday I received a telegram 
from the Insurance Company authorising me to proceed 
with the public sale of the 729 boxes damaged sugar, ex 
“ Flamingo,” and I in consequence took immediate measures 
to have the sale announced for Saturday next, the 18th July. 
To-day we have advices from Holland of the Trading Com- 
pany’s Sugar Sale, which is reported to have gone off with 
much spirit. 

To-day’s letters from Mincing Lane also announce a 
decided improvement in the demand there, and that a large 
business would have been done had holders not advanced 
their previous asking prices. These combined advices have 
made the Messrs. Groser very fidgety about the prospect for 
the sale on Saturday. Anticipating that an advance in prices 
will, by that time, be established here as elsewhere, they 
consider their interests will be compromised unless a fresh 
valuation of the sound prices of their sugars be made and 
admitted on that day. 

You will recollect that I expressed my opinion of their 
right to require such a re-valuation on the day-of real sale, 
should prices of sugars advance, and that, as it would affect 
equally the value of the damaged and the sound, it could not 
alter the loss falling on the underwriters. 

Notwithstanding my having this decided opinion on 
their right to claim a new valuation under the circumstances 
anticipated by the parties, I declined expressing it when 
appealed to; but I shall, if need be, recognise the fresh valua- 
tion, if I see that the real position of the market sanctions any 
change. . 

Messrs. Groser continue to decline the responsibility 
of settling by a private arrangement their claims on the under- 
writers for the lot of 470 boxes damaged, lots 20 to 92, in the 
catalogue you have, they being a “‘consignment”’; but 
to-day they were most anxious that I should compromise 
with them for their claims on the 259 boxes out of the two 
other lots, which are their own property. - 

After what passed with you, I did not consider myself 
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authorised to repeat your offer for a compromise for the three 
lots; neither can I take upon myself the responsibility of 
negotiating for a partial settlement in the two small lots. 
Otherwise I feel pretty sure I could have negotiated such 
an arrangement for the 259 boxes on terms decidedly more 
favourable for the underwriters interested in them than will 
follow the result of the public sale. 

I considered them rather less depreciated than were the 
470 boxes. Your offer for the allowance on the 729 boxes was 
£70, which is calculated to be equal to 7 per cent. Without 
coming to closer quarters in the negotiation, I can only guess 
the terms on which i could compromise for the claims on 
the 270 boxes; but from what passed to-day between us, | 
think it probable I could arrange it by making an allowance 
of 3s. od. per box, being only 5} per cent. calculated at the 
sound price per 50 kilos, at which price each lot was valued, 
whereas the smallest loss resulting from a public sale would 
be g per cent, andit may be I to 2 percent. more. 

Please see the underwriters immediately on receipt of 
the present, and should they authorise me to negotiate such 
an arrangement, ask them to inform me of their decision by 
wire, to be with me, if possible, to-morrow before 2 p.m. 

I have had fresh samples drawn by my warehouseman 
from the 470 boxes, and find no appreciable difference from 
those I left with you. 

I hope you reached your home yesterday morning 
comfortably, and found them all well. 

I remain, my dear Sir, 
Yours faithfully, 
P. VANDERSTATTEN. 


[Further Correspondence.] 
David Matson, Esq., London. 
Antwerp, July 17, 1 
My DEar Sir, : we eer iS 

Your favour of the 15th has just come to hand, and before 
the close of the Exchange yesterday I was put in possession 
of the telegram authorising me to make any settlement for 
the claims on damaged sugars, per “‘ Flamingo,” I considered 
best for the interest of the underwriters. 

Believe me, I highly appreciate this mark of confidence, 
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and you may judge my disappointment when, in putting my- 
self in communication with Messrs. Groser, I found them no 
longer disposed to carry through with me the negotiation 
spontaneously proposed to me by them on Wednesday. The 
only plausible reason they put forward for this change in 
their disposition was their having in the intervening period 
received advices from your city of a cargo of 1,900 boxes of 
sugar having been bought afloat for their account. 

After what had passed on the previous day between us 
I could not admit of this being a justification for the false 
position they placed me in with the underwriters; but as 
there existed no explicit engagement on their part to fulfil 
what they led me to expect they were prepared to do, I could 
only express my disappointment that they should have sanc- 
tioned the communication I made to you. 

For the good qualities of Havana sugars there is un- 
doubtedly a somewhat better feeling among buyers than 
when you were here; and I foresee that Messrs. Groser will 
attempt to induce brokers to make an amended valuation 
to-morrow, as they have to-day an urgent letter from Messrs. 
Mullens, calling on them to take care that the interests of 
the owners of the sugar to be offered to-morrow are not 
injured by the sale of last Saturday being delayed. 

I shall, if possible prevent any change of price being 
declared ; but if I cannot succeed, I shall see that the two 
valuations are declared in the proces verbal. 

I am, my dear Sir, 
Yours very truly, 
P. VANDERSTATTIEN. 


[Further Correspondence.] 
Mr. David Matson, 
London. July 17, 19— 
My Dear SIR, 

I have pleasure in acknowledging receipt of your favour 
of the 15th. As I think it may be a satisfaction to your friend 
to hear what passed at the sugar sale to-day, I communicate 
to you the details. At the meeting of the brokers previous 
to the sale, where I was present, they were unanimous in 
the opinion that the transactions here during the week 
required their making revised valuations, and the result was 
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an advance of 1} franc per 50 kilo., about 23d. per cwt. on 
the whole. 

It was decided by me, and acceded to, that the two 
valuations should be inserted in the procés verbal, with the 
reasons in support of the advance. The biddings at the 
sale were animated, and there was a better disposition to 
buy than I should have expected to see last Saturday. 

132 Boxes, No. 1, fetched on average 27 francs. 
470 5  » 2 ow» » 27% » 
7 AM, EFA rs » 283 ,, 

Of No. 1, I think, there will be found 22 boxes which 
sold too high to admit of a claim, and in No. 3, 43 boxes. 

The No. 2 all sold, relatively to quality, the most 
unfavourably, which arose from the great difference in 
quality, ranging, as you may recollect from the invoice, from 
Nos. 124 to 194, Dutch type; and the series being arranged 
by the landing numbers, there was in most of the lots a great 
diversity of quality, which made them unsaleable for the 
manufacture of candies, besides their being, as I stated 
yesterday, more seriously sea-damaged than Nos. I and 2. 

Seeing the result of the sale of the two latter, and should 
my expectations of 65 boxes, leaving no basis for claim on 
the underwriters, prove correct, Messrs. Groser have, I think, 
no reason to congratulate themselves on their not having 
compromised their claims privately with me. 

From the offers made for Havanas and refused, the 
prices here to-day are certainly 2 francs higher than could 
have been obtained last week. 

I remain, my dear Sir, 
Yours very truly, 
J. VANDERSTATTEN. 


[Arranging Claims for Damaged Sugar.] 


Hy. Thomas, Esq. 
DEAR SIR, April 15, 19¢— 
Having finished the examination of the damaged 
sugar per “‘ Paul,” I have made the following allowances 
instead of going to public sale, vtz.:— 
200 boxes badly damaged, gd. per cwt. 
419 ditto, more or less, Heh, wes 
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Nine boxes are empty, and with some others half 
empty, I fear great loss in weight, which, of course, under- 
writers have to allow for, as also the extra expenses caused 
by the damage. 

The continued wet is retarding the unloading of the 
“New England” and ‘‘ Hampden,” but I hope to be able 
to see part of the damaged sugar per “‘ New England” on 
Monday or Tuesday. 

I am, Sir, 
Your obedient servant, 
EDMOND LEAF. 


[The Same] 
Hy. Thomas, Esq., 
London. April 19, 1g¢— 


DEAR SIR, 

Only to-day have I been able to inspect the sugar per 
“New England”’ the weather having been so wet. Of the 
393 boxes put aside, I found 158 sound; thus leaving 235 
boxes damaged, upon which I have allowed 4d. per cwt. 
In this matter you save the expense which is usually incurred 
by the half-dozen certifying brokers. 

To-morrow I shall inspect the sugar per ‘‘ Hampden’ 
and“ Tom Jones.” Thanking you for your favour of 18th inst. 

I am, dear Sir, 
Your obedient servant, 
EDMOND LEAF. 


7 


[The Same.] 
Hy. Thomas, Esq., 
London. April 21, 1I9— 


DEAR SIR, 

I beg to inform you that of the 287 boxes per “‘ Hamp- 
den,” put aside, I found 75 boxes sound, leaving 212 boxes 
damaged, upon which I have allowed 4d. per cwt. 

Of the 131 per “‘ Tom Jones,” put aside, I found 23 
sound, leaving 108 damaged, upon which I have allowed 4d. 
per cwt, informing Messrs. Oke, Klenworth, and Co. thereof. 

I am, dear Sir, 
Your most obedient servant, 
EDMUND LEAF. 
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LETTERS CONCERNING TRANSMISSION OF GOODS 
1. By Rar. 
[Requesting Railway Company to open a Ledger Account.) 


The Goods Manager, 
Railway, 
London. Devonshire Street, April 21, 1g— 
SIR, 

As our business is increasing, we think it advisable 
that we should have a Ledger account with your Company. 
Will you kindly arrange this, as we find it troublesome, and 
for other reasons undesirable, to have to send money by our 
carmen for each consignment we may have by your route. 
On your informing us as to the conditions for opening such 
Credit accounts, we will endeavour to comply with your 
requirements. 

Yours faithfully, 
THE GENERAL MACHINISTS COMPANY, LTD. 
P. ASHBURTON, Manager. 


[Reply.] 
Goods Manager’s Department, ————— Railway, 
London, April 23, 1Igj— 
The Manager, 
The General Machinists Company, Ltd. 
SIR, 


In compliance with your favour of the 21st inst., I beg 
to send you our form of application for a Monthly Ledger 
account, and also the conditions on which such accounts are 
opened. 

Amongst other things you will notice that we expect the 
amount to be not less than £5 per month, and that payment 
in full must be made by the 25th of the month following that 
to which the account refers. 

As yours is a Limited Company, with debentures already 
issued, we shall also need a personal Guarantee from two of 


your Directors. For this purpose I enclose the necessary 
special form. 
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If you will return both forms duly signed, I will then 
follow the question up, and advise you as to the result. 
Iam, Sir, 
Yours truly, 
JOHN SMYTHE, Goods Manager. 


[Asking Railway for Special Rates.] 


The Goods Manager, 
Railway, London. 
Fore St., London, 
April I, 1I9— 
SIR, 

We intend to establish branches at certain towns on 
your system and to provide these from our central store. 
Will you assist us by granting special rates for our goods, 
consisting of general groceries and provisions. 

Enclosed is a list of the towns referred to. Kindly let 
us know the lowest rates you are prepared to charge us. 

Yours respectfully 
SAUNDERS, SON & Co., LTD. 


[Reply.] 


Messrs. Saunders, Son & Co., Ltd., 
Fore St., E.C. —— Railway, 
Chief Goods Manager’s Dept., 
Ps London, April 3, 1I9g— 
GENTLEMEN, 

On receipt of our favour dated 1st April, I sent on to 
our Office and learnt that already you have had our existing 
rates from our City Manager, and that what you now seek are 
special rates for your goods, lower than those being paid by 
the trade generally for articles of the same description, to or 
from the places named. 

This being so, I am compelled to inform you that 
railway companies are not permitted to quote or charge 
preferential rates, but must make every rate available for 
all traders alike. You will see therefore that I cannot comply 
with your request. 
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If, however, you consider any of the rates quoted by 
us excessive, kindly point them out, and I will have them 
especially examined, though after what I have said you will 
of course understand that any concessions made will also 
be enjoyed by other persons trading in the same articles. 

I am, Gentlemen, 
Yours respectfully, 
RICHARD F, GREENWOOD, 
Chief Goods Manager. 


[Reply to Request for Instructions re Goods.) 


The London, Midland and Scottish Railway, 
Poplar, E. April 14, 1I9¢— 


GENTLEMEN, 
We duly received your letter asking us for instructions 
re 5 cases and 2 boxes of goods from St. Helens marked 


T& Rel @ 


In reply we beg to state that we have no knowledge 
of these goods being on our account. The only consignment 
we have is—6o cases from St. Helens, for shipment per 
ss. ‘‘ Bengal”’ to Calcutta. 

Yours truly, 
NorMAN & FROWDE. 


(Inquiry for Missing Boxes.] 


The Goods Manager, the —-——— Rly. Co., 
April 5, 1g— 
SIR, 

We beg to enclose an invoice for empty boxes returned 
to us by some of our customers, but not yet to hand. We 
give full particulars against each item. 

As we are stock-taking, we should feel obliged by your 
either remitting for these boxes lost in transit, or proving 
delivery of same, as we are anxious to balance our books. 

In each case we are satisfied that the packages have been 
passed to you as it is our method of account keeping only 
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to debit the carrier after our representative has seen a car- 


man’s signature. 
We may add that we have written about all these before 
but have not had a satisfactory answer. 
Your prompt attention will oblige. 
Yours faithfully, 
M’ARTHUR & ENGEL, LTD. 
JAMES ENGEL, Director. 


[Order to Pack and Forward Goods by Rail.) 


Messrs. Jones & Jones, Ltd. 


xvz.| 
Goods for Order 


May 6, 1I9— 


DEAR SIRs, 
Please pack as usual, mark as under and forward the 


above per Great Northern Railway to Liverpool, to the order 
of Messrs. Bonner Bros. for shipment per ss. “ Roland,” 


on our account. 
Yours faithfully, 


WILLIAM BULLETT & Son, LTD. 


[To Carriers re Goods lost in Transit.] 


Messrs. Richardson & Co., 
Carriers, 
Well St., E.C. November 7, 19— 
SIRs, 
We beg to advise you that we are unable to trace 
receipt of an empty box on Ist September, and also one 5th 
October, handed to the L.M. & S. Rly. Co., by Messrs. T. B. 
Cocks & Sons, Sheffield, to be delivered through you. 
Kindly investigate, and oblige, 
Yours respectfully, 
Pro R. Davipson & Co., Lrp. 
E.. 
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[Re Cartage of Goods.] 
Messrs. Green & Perkins, Ltd. 
The Railway Co., 


Goods Manager’s Dept., 
London, May 7, 19— 
GENTLEMEN, 

In sending you certain lists of quotations on the 4th 
inst. I should have explained that, excepting where shown to 
the contrary, the rates include ordinary cartage at both ends. 

I am, Gentlemen, 
Yours faithfully, 
H. T. Dicky, Goods Manager. 


[Reply, with Query.] 
The Goods Manager, 
—— Railway, London. Goswell Road, W.C., 
May 10, 1I9g— 
SIR, 

We beg to thank you for the lists of railway rates for 
our goods, furnished by you on the 4th inst. We hope to find 
them of use in enlarging our business with your company. 

We are also obliged to you for your favour of the 7th 
inst., especially as we have motor vans of our own, and may 
decide to cart our goods to and from your Depét instead of 
allowing your vans to continue the collection and delivery. 

If we so decide, we assume we shall be entitled to certain 
drawbacks, and will thank you to inform us early what the 
rebates will be. 

Yours truly, 
GREEN & PERKINS, LTD. 


[Further Correspondence. ] 
Messrs. Green & Perkins, Ltd. 


Goods Manager’s Depét, 
GENTLEMEN, London, May 15, 1g— 


In reply to your favour of the roth inst., I beg to say 
that you are quite correct in assuming that if you cart goods 
the rates for which (as furnished by me) cover ordinary cartage. 
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you will be able to claim from us certain rebates for your 
services. 

What the rebate is varies according to the class of traffic 
and the rate charged for same. Instead, therefore, of attempt- 
ing to inform you fully in writing, I am requesting our Mr. 
Francis (whom you know personally) to call and give you 
such particulars as he may find you need re cartage drawbacks. 

I am, Gentlemen, 
Yours faithfully, 
H. T. Dicky, Goods Manager, 
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2. SHIPPING. 


[Order to Ship Goods.} 
June 30, 1I9— 
Order dated 27th June. T.B. 30 Boxes, 
Tobago 


Messrs. E. Smith & Co. 
SIRS, 
Please ship the above per ss. “‘ Severn,’”’ Victoria Docks 
by the 22nd inst., and oblige. 
For JAMES CLARK & Sons, LTp. 
T. W. Epwarbs. 


[Order to Pack and Forward Goods to Docks.) 


Messrs. Jones & Jones, Ltd. 
December I1, I9— 
DEAR SIRS, 

Please pack as usual and forward Goods for Order X.Y.Z. 
Victoria Docks for shipment per ss. “‘ Goth,” as per shipping 
note enclosed. i 

Yours faithfully, 
WILLIAM BULLETT & Sons, LTD. 
Henry Bu vett, Director. 


¥ 
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[To Brokers, requesting Provisional Release of Goods.) 


Messrs. Ferdinand & Burt. 
October 5. t9— 
DEAR SIRS, 
200 Bales ex “‘ Kelso.” 

Please grant us a Provisional Release for the above 
goods, and we hereby undertake to hand you the B/Lading 
for them immediately it comes to hand. 

Kindly note we are sending a lighter for these goods. 

Yours faithfully, 
Brown & DEVINE, LT1D. 


[Reply.] 


Messrs. Brown & Devine, Ltd. 
October 6, I9— 
DEAR SIRS, 

We enclose herewith Provisional Release and Customs 
Duty for 200 Bales ex “‘ Kelso,”’ which please lighter to the 
““ Bandaneira,” loading in the South West India Docks for 
Melbourne Bay, as per shipping note enclosed. 

The ss. “ Kelso’’ is expected to dock to-morrow at 
noon in the Millwall Dock. 

Yours faithfully, 
FERDINAND & BurRT. 


[Handing Delivery Order to Carmen to Collect Goods.] 


Messrs. Turner & Lawrence, Ltd. 
November 5, I 
DEAR SIRS, ar 
Please find enclosed Delivery Order on the Millwall 
Dock for 200 Bales to be collected and delivered to the ‘‘ Rollo” 
in ae Victoria Dock for Sydney, as per shipping note here- 
wi 
Yours truly, 
FULLER & BRIAN, LTD 
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[Delivery Order above referred to.} 
November 5, 19— 


Please deliver to Messrs. Turner & Lawrence or order the 
undermentioned goods ex ss. “‘ Gadfly” from Edinburgh, 
and oblige, 

FULLER & BRIAN. 


©) 200 Bales. 


(Shipping Note above referred to.) 


To Superintendent, Victoria Docks. 
November 5, 19— 
Please receive and ship for our account the undermen- 
tioned goods, per “‘ Rollo” Sydney. 


@) 25/224 200 Bales. 


Sydney. 
A fo come FULLER & BRIAN. 


[Advice of Shipment of Cases, with Instructions.]} 


London, April 12, 19— 
DEAR SIR, 

We yesterday afternoon delivered at the Dublin Steam 
Wharf, consigned to you, marked R.F., Nos 1 and 2, Two 
Cases, containing Model in hard wood of the Royal Exchange, 
and a glazed case for its protection. 

We shall be glad to hear from you that they have reached 
their destination safely, and shall feel obliged if you will have 
the model put together by competent workmen, sending 
us note of charges incurred. 

Yours truly, 
For ROBERT FAUNTLEROY & Co., Ltv. 
Tuomas Day. 


P. L. Simmonds, Esq. 
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[Order to forward to Docks for Shipment.} 


Messrs. Mills, Evans & Co., Ltd. 
Sept, 4, 19— 


DEAR SIRS, 

We have received from our clients, Messrs. F. Grundy 

& Son of Singapore, the enclosed order for your goods. 

Please have them packed in the usual manner and forwarded 

to East India Docks for ss. “‘ Dunbarton,” or if unable to 

complete in time for that steamer, send by the ss. “ London ”’ 
lying in the S.W. India Docks. 

Your usual attention will oblige. 
Pro T. PARKES & Co., Ltp. 
C. GARDNER. 


[Reply.] 
Messrs. T. Parkes & Co., Ltd. 
September 6, 1g— 


DEAR Sirs, 
We have forwarded the goods on account of Messrs. F. 
Grundy & Son as instructed by yourself to the ss. ‘‘ Dun- 


barton,’’ and enclose invoices herewith. 
Trusting they will give every satisfaction. 


Yours faithfully, 
Pro Mitts, Evans & Co., Ltp. 
A. T. BENDy. 


[Transfer Order to Dock Company.] 
London, September 8, I9— 


DEAR SIRS, 
The undermentioned goods, shut out of ‘“‘ Dunbarton,” 
please transfer to South West India Docks for shipment fer 


“London ”’ and oblige. 
Pro Mitts, Evans & Co., Lip. 
A. T. BENDY. 


P 
LA I5/17 3 Cases, 


Adelaide. 
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[Note of above Transfer.} 


Messrs. T. Parkes & Co., Ltd. 
September 8, 1 
DEAR SIRS, : ee 
Kindly note that goods sent down to ss. “‘ Dunbarton,” 
on account of Messrs. F. Grundy & Sons, have been shut 
out and transferred to the ss. ‘‘ London.” 
If the goods have been cleared at the Customs, please 
make the necessary transfer. 
Pro MILts, Evans & Co., Ltd. 
Att sabe N DY, 


[Enclosing Bill of Lading for Signature.) 


Messrs. Franks & Franks, Ltd., Liverpool. 
April 6, 19.— 
DEAR SIRs, 

We have pleasure in handing you B/L for 25 cases 
Glass shipped per “‘ Dunciad’’ @ Sidney, and made out in 
the name of Messrs. Bishop Bros., Ltd. 

When signed, please send back to us with Freight Note. 

Yours truly, 
For FREDERICK SEDGE & Son, LTD. 
F. GiBBons, Secy. 


[Requesting a Re-measuring Order.] 


Messrs. Philips & Son, Ltd., 
East India Avenue, E.C. September 5, I9— 


Re (>) 486/490 and 605/609g—10 cases. 


Please grant a re-measuring order for the above goods 
shipped per ss. ‘‘ Himalaya ’’ for Sydney, and in the event 
of the P. & O. Company’s measurements being found correct, 
we agree to pay the cost of the re-measuring. 

We should be glad if you could let us have this 
to-morrow, so that we can forward it to our Sydney house 
by this week’s mail. 

Yours faithfully, 
For M. A. Dairs & Son, LTD. 
HENRY WatTT. 
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[Application for Shipping Note.) 
Mr. Nixon Gower, 
Basinghall Street. April 5, 19— 
SIR, ; R&H 
We have now ready 2 cases of wine marked ™ M * for 
Messrs. Robinson & Hartley, Melbourne, for which please to 
send a shipping note and oblige. 
Your obedient servant, 
Pro Howe & Son, Ltp. 
J. MAcINNEs. 


[Complaint of Want of Instructions for Shipping, and 
Application for Money.} 


Messrs. Hailes, Thomson, & Co., Ltd., 
Leeds. London, 20th June, 19— 
GENTLEMEN, 

I confirm my letter of the 12th inst., and am disappointed 
at your not replying to the same as requested. I hoped 
that I should be more fortunate with your house in Leeds 
in obtaining an answer than I have been with your London 
branch. 

You will of course understand that there is always 
urgency in dealing with goods for foreign destinations, so 
I really must request you to let me know, per return of post, 
by what vessel you wish me to ship those cases for Sydney, 
which have been so long ready. 

I beg you will at the same time enclose a cheque for the 
amount of your account, £58 ris. 6d., which is fully due. 

I remain, 
Yours faithfully, 
JAMES ,GOWER, 


[Particulars for Shipping Agent.) 


Mr. Joseph Harris, 
i Lower Thames Street. October 1, r1g— 
IR, 
Enclosed I hand you B/L for one case curiosities, which 
please forward to Mr. Seghers, 2, Rue des Boulevards, au 
Coin de la rue de Berlin, Paris. Charges forward. You will 
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also tind a receipt tor the freight, which is stated not to be 
paia on the B/L,, but was paid subsequently. 


I expect, from Paris by steamer, case for home 
consumption. “75t 
Contents. 
Silk, net value 24 
Brushes 8 
Printed paper by weight. 
Essential Oil Free 


Please let me have the case as soon as possible. 
Your obedient servant, 
Joun Haypon. 


(Instructing to Ship without Delay.) 
Messrs. Chinnery & Co., Ltd. 
June 30, 1I9— 
GENTLEMEN, 

Please do not wait any longer, but ship per first vessel 
the case for Messrs. Young & Co., Ltd. Also send per return 
your account of charges since the beginning of the month. 

Yours truly, 
T. CUTLER. 


{Instructions to Shipping Agent.) 
Messrs. Chinnery & Co., Ltd. 
London, June 18, Ig— 
GENTLEMEN, 

I expect from Paris immediately the following cases :— 

R. W. & Co., 297 to 307, to be shipped (with a few 
British cases ready in a day or two) per first vessel for Ade- 
laide. Consignees, Ripley, Webb, & Co. Amount of insurance 
in my next. 

R. F. & Co., 277-81. per first vessel to Bombay. Con- 
signed to Messrs. Frith & Co. Insurance £100. 

W. D. M., 282-96, per first vessel for Sydney. Bill 
of Lading to order. Insurance £180. 

73 in a diamond to be claimed by delivery, Fraser. 


A.J. & Co., 308. Grey & Coles. [EA | 309. 


J.S. & Co., 310, by delivery. BV 325 delivery. Yates 
& Co. 


' 
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I have no Bill of Lading for K. & B. 1, per ‘‘ Columbia,” 
shipped since the 21st May. 

Will you please re-mark the cases B H B 1/3 as follows : 
K. & Co. 1/3 and ship them per first vessel for Wellington, 
N.Z. Consignees, Messrs. Knill & Co., merchants. Insurance 
£110. 

Your prompt attention and reply will oblige. 

Yours truly, 
J. SIDNEY. 


(Claim for Short Shipment.] 


Messrs. Cheffin Bros., Ltd. 

April 7, 1I9— 
DEAR SIRS, : 
I beg to enclose you a claim from Mr. Elkington for 
Fifty Pounds for short shipment of two cases containing 
Photographic Chemicals and Appliances, which I had under- 
taken to get shipped for him last February, and for which 
I received from you Bill of Lading duly signed by the captain. 
Your early attention to this matter will oblige, and in 
the meanwhile I request you will return the cases to me, as 

it appears to be of no use sending them on now. 
I remain, dear Sirs, 
Yours truly, 
JoHN TOMPKINS. 


(Request to get Goods forwarded.) 


Messrs. J. R. McCraken & Co., Ltd. 
April 1, 19— 
GENTLEMEN, 


Please send to-morrow for I case ’ to be forwarded 


FR 38 
4 
per steamer to Rotterdam, care of P. Pitman & Co., thence 
in bond to Amsterdam. 
Contents. 
106 lb. Perfumed Soap. 
12 doz. Perfumery. 
Value £10 16s. Charges all forward.. 
Yours respectfully, 

M. KENT, 
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[Particulars and Instructions to Shipping Agents.] 


GENTLEMEN, 

Enclosed are particulars of ten cases for St. Petersburg, 
all charges to be sent on, and of three cases for Boston, America 
the whole of which have been sent to the Docks this morning. 
Let me have Bills of Lading as soon as signed, for transmission. 

Yours truly, 
E. PULLAN. 


Particulars of three cases for Boston marked L & B B 3/5 


3. 160 lb. Perfumed Soap, sample stand $7.13 >8 
4. 160 lb. Perfumed Soap, 12 sample bottles 

Perfumery 7 13608 
5. 157 1b. Perfumed Soap 515 3 


Particulars of ten cases, marked T R C, 1/r10, to be sent 
by steamer to Madame T. R. Capucin, Antwerp. 


Weight of Contents 
No. | Gross 
of Weight Quantity.} Value. Definition, 
Case. jof Cases| Gross. Net. 
lb. Ib. oz. lb. oz, cas 
I 373 340 0 13 o | Savon parfume 
2 289 259 Oo II 10 ra + 
367 339 0 14.10 ” » 
: 279 50 0 25 0 2§ doz. Boites d’ecorce de bois - 
102 0 5 0 Verrerie 
3 14 Produits chimiques 
5 243 I5I 0 o 10 | Faience 
7. Oo Tableau 
2.0 Cartes 
6 216 56 0 12 0 | Savon non parfume 
1or 8 Savon parfume 
7 181 120 fo Faience 
8 135 20 0 Pommade parfumee 
° Parfumerie P 
° 8 doz, } 20 10 Verrerie en etuis de bois 
° Tableau 
9 116 ° 6 tins Eau de Senteur 
fo) 16 doz. 18 0 Boites d’ecorce de bois 
10 15! 8 I jar Pommade parfumee 
8 6 tins # 4 
° 2s 20 Oo Poudre parfumee 
° Poudre non partumee 
° Etiquettes et Imprimes 
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[From Shipping Agent advising Shipment of Goods.} 
P. L. Simmonds, Esq. 
46 Leadenhall Street, London. 


DEAR SIR, April 10, 19— 


Your favour and parcel of the 4th duly received. 

You ought to have some of the packages by this time. 
In case your name should not be upon the cases from E. R. 
Power, Esq., you will find they are marked with his initials, 
E.R. P. I know they were at the wharf last week. The case 
of Malachite I saw put into the barge myself ; your name was 
painted upon that package. Sometimes the paper addresses 
get torn or rubbed off. 

I enclose mate’s receipt for the Natal goods per Dublin 
boat. She sailed this morning. Messrs. Hewitt sent off 22 
packages by the Dublin boat of Saturday. I gave them the 
usual shipping note; they are all labelled ‘‘ To the Executive 
Committee.”” I gave them one of the bills to get others printed 
of asimilar character. They will have 8 or Io more packages, 
I hope, by the boat of next Saturday. 

The Union Company’s mail steamer due at Southamp- 
ton 15th to 18th inst., discharges all her cargo there. \ 

I told Mr. Hill, the agent, to write you for instructions ; 
it will save expense if they are put on board the Irish boat 
at Southampton. 

I shall be glad to hear how you get on. Please send me 
a list of all the goods that have come to hand, that I may 
satisfy the senders. 

Yours most obediently, 
Wm. HADEN. 


[Reply to Application respecting Goods Exported.) 
P. L. Simmonds, Esq. 


DEAR SIR, Southampton, April 16, 1g— 
I am in receipt of your favour of the r4thinst., and will 
give my best attention to your instructions respecting the 


packages expected from Natal by the next mail steamer, 
which is due here about the 17th. 


Your obedient servant, 
Wo. T. HItt, 
Per GEo. THOMPSON. 
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[From Merchant giving Instructions to Shipping Agent.] 


Mr. Heinrichs, 
Bremen. July 4, 1I9— 


DEAR SIR, 

We are advised by Messrs. Gartner & Co. of Stuttgart, 
that they have forwarded a case to you on our account. 

Kindly ship the same per ss. “‘ Bremen ”’ for Adelaide ; 
3 B/L (to our order), with charges and freight, to be for- 
warded here. 

Insurance will also be effected by ourselves. 

Your usual prompt attention will oblige, 


Yours faithfully, 
Pro. JOSELYNE & Co., Ltp. 
C. E. W. 
[Note of Arrival of Goods.) 
T. W. Edwards, Esq. 
Aug. I, 19— 


DEAR SIR, 
The ‘‘ Eastern Province ’’ is here in the Victoria Docks. 
I have entered the packages from Natal for you, and have 
put them in the hands of our lighterman, who will bring them 
up, and ship them per Dublin boat as quickly as possible. 
They are as follows :— 


—I 
A | Cases 
Bi 

C 1 Package { and 5 pairs of Horns, 


Di 
Ei} Cases 
Your printed labels will be attached. 


Yours truly, 
Wm. HADEN, 
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LETTERS RESPECTING PAYMENTS AND ACCOUNTS 
[Application for Settlement of Account.) 


Mr. Taunton. Jan. 27, 19— 


DEAR SIR, 

Our collector will have the pleasure of calling upon you 
on Friday morning next for settlement of our account. If 
you are likely to be away can you kindly leave a cheque, 
as our collector has no other calls in your district anditisa ~ 
long way for a special journey. 

Thanking you for your kind favours, which shall at all 
times command our prompt attention. 

We remain, 
Yours respectfully, 
MALCOLMSON & Co., LTD. 


[Requesting Cheque in Settlement.]} 


A pril 4, I9— 
DEAR SIR, 


We shall feel greatly obliged if you will remit us a cheque 
for the goods supplied you in December last. Our accounts 
are balanced every twelve months and your default prevents 
us from closing our books for the date alluded to. 

We are, Sir, 
Yours obediently, 


R. NicHot & Co. 
To Jas. Holt, Esq. 


[Request to pay a Third Party.) 
Messrs. Samson & Co., Nice. 


September 4, 19— 
DEAR SIR, 

Please be good enough to pay on my account to Mr. 
John Schmidt of your town thesum of £50 6s., against his 
duplicate receipt, and draw on me for the amount and charges, 
sending to me one receipt. 

Yours faithfully, 
R. WHITE. 


+ 
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[Demanding Setilement.] 
Mr. Hooker, : 
Oxford. July 17, 1I9— 
SIR, 

As your account was not settled with Mr. Carstairs 
when he was in Oxford, and is considerably overdue, I must 
request remittance per return of post. Amount £19 2s. 

Yours faithfully, 
FREDK. BATSON. 


[Threatening Proceedings.] 
Jan. 4, 19— 
SIR, 

The enclosed account is long overdue, and I beg to 
state that if it is not settled forthwith, I shall be compelled 
to place it for collection in the hands of the Society for the 
Protection of Traders. 

J. ARROWSMITH. 


[The Same.]} 
Mr. Raikes, 

Liverpool. 

July 13, 19— 
SIR, 

As I have received no reply to my two letters requesting 
remittance, I beg to say that unless I receive a remittance 
by Saturday next the 18th inst., I shall put the account in 
other hands for collection. 

Yours faithfully, 


R. Monat. 
[Collecting Overdue Account.) 
[Series 1. Letter 1.] 
Messrs. Tokenhouse & Hill. 
Fernley Bridge. 
May I, 19¢— 


DEAR SIRS, 
We fear that the date of the enclosed account has missed 


your notice, as it is somewhat overdue. 
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We are sorry to trouble you and while writing, would 
point out that the market tendency is upward for Autumn 
goods, as stocks are running low in the warehouses. We shall 
be glad of your valued orders. 

Yours faithfully, 
CAMBORNE & WAtTTs, LTD. 


[Series 1, Letter 2.] 


Messrs. Tokenhouse & Hill, 
Fernley Bridge. 


May 15, 1I9— 
DEAR SIRS, 


We do not yet appear to have a remittance from you. 
We are sorry chiefly because this sort of delay prevents 
business. Profits are so small that we have to turn over our 
money a good many times in the year to see a profit. We 
fear if you do not send us money you are reluctant to 
send us orders, so we lose both ways. 

Please help us by sending us a cheque and your further 
commands. We like doing business with you, only we want 
to do it a bit quicker. 

Yours faithfully, 
CAMBORNE & Warts, LtpD. 


[Series 1, Letter 3.] 


Messrs. Tokenhouse & Hill, 


Fernley Bridge. 
‘ May 25, I9— 
DEAR SIRS, 


We really must ask you to remit. Our directors meet on 
Wednesday next and we don’t wish to have your account on 
the “‘ Special Cases Agenda.’’ Our Mr. Higgs who called on 
you last week reports that you are buying our class of goods 
elsewhere. 

We put it to you that this is hardly fair to us. Send us 
£20 or any amount of the account and we will send you 
an equal quantity of goods. Dead accounts are no good to 
you or us. Keep the business moving. 

Yours faithfully, 
CAMBORNE & Watts, LTD. 
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[Series 1, Letter 4.] 
Messrs. Tokenhouse & Hill, 
un 
DEAR SIRs, eee 

I am rather surprised that you have not sent a remit- 
tance, especially in view of the-generous offer made to you in 
previous letters. 

My directors have had your account before them and 
they instruct me to write you asking for an immediate pay- 
ment of at least a part of this amount. 

Yours faithfully, 
for CAMBORNE & Watts, LTD. 
ALFRED STIRCHLEY, Secretary. 


(Series 1, Letter 5.] 


Messrs. Tokenhouse & Hill. 
June 14, 1I9¢— 

DEAR SIRs, 

I have been obliged to report to my directors that 
your account is still unpaid, and they ask me to explain that 
their duty to the share-holders necessitates prompt action 
in obtaining settlement. 

I am given permission to hold the matter open till the 
1gth instant, but if we do not receive a remittance from you 
by that date, I regret that the account must automatically 
pass into other hands for collection. 

Yours faithfully, 
for CAMBORNE & Watts, LTD. 
ALFRED STIRCHLEY, Secretary. 


(Collecting Overdue Accounts.) 
[Sertes 2, Letter 1.] 
Mr. Robert Brindelson, 
Cragg’s Marsh. 
August I, I9g— 
DEAR SIR, 

The enclosed account is somewhat overdue. We have 
bought some rather large parcels for cash lately which enables 
us to execute orders at a low rate and give advantages to 
our customers, but we find that in order to take still further 
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advantage of the market we cannot well exceed our usual 
credit terms. 
So we shall be glad of your cheque and further orders. 
Yours faithfully, 
Ropins & Co., LTD. 


{2nd Letter.) 
Mr. Robert Brindelson, 
Cragg’s Marsh. 
DEAR SIR, August 15, Ig— 


We are sorry te bother you again, but our last letter 
does not appear to have met with any response. 

You really must help us by falling in line with our 
other kind business friends so as to enable us to work our 
policy of ‘ value and service ’ right through. 

We give you our best terms, please reciprocate. 

Yours faithfully, 
Rosins & Co. 


(3rd Letter.) 
Mr. Robert Brindelson, 
Cragg’s Marsh. August 29, I9g— 
DEAR SIR, 

How are we to understand your silence? Our Mr. 
Withers who calls on you assures us that you are always 
courteous, but really your silence about the account does 
perplex us. 

Surely you can send us something; even {10 off the 

account would help to keep things fresh in our books. 

Yours faithfully, 
Ropins & Co. 
(4th Letter.} 
Mr. Robert Brindelson, 
Cragg’s Marsh. September 7, Ig— 
DEAR SIR, 

We really must press for a remittance, or a substantial 
payment to our Mr. Withers when he calls on youon Wednes- 
day next. 4 

Yours faithfully, 
Rosins & Co. 
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[5th Letter.) 
September 10, Ig— 
Mr. Robert Brindelson, : 
Crage’s Marsh. 

Our Mr. Withers reports that you have not paid him, 
and would give no reasonable prospect of doing so in the near 
future. 

We cannot let this matter go on. Unless we receive a 
remittance by September 15th we shall be reluctantly obliged 


to place the account in other hands for collection. 
Yours faithfully, 
Rosins & Co. 


[Requesting Settlement before Closing Books.) 


G. T. Marshman, Esq. 
April 25, 19— 
DEAR SIR, 

We beg to ask the favour of your remittance for the small 
account enclosed, as we have sold the goodwill of this business 
to Messrs. Hilditch & Co., Ltd., and are anxious to close the 
books of the old firm. 

We take the opportunity of again thanking you for 
your custom in the past, and remain 

Yours faithfully, 
P. J. GorDon & Son 


{Asking for Remittance on Account.) 


Messrs. H. James & Co., Ltd. 
September 21, Ig— 


DEAR SIR, 

We beg to remind you that your indebtedness to us 
exceeds the maximum for which we stipulated ; and as we have 
now nearly £200 worth of goods ready for delivery, we must 
ask you for a further cheque on account. 

We are, 
Yours truly, 
Brown, Kinc & Co., LTp. . 
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(Remittance to Agent to meet Expenses.) 


October 9, Ig— 
SIR, 

In compbance with the request contained in yours of 
the 7th inst., a cheque for {10 has been placed to your credit 
with the Westminster Bank, on account of your Petty 
Expenses, which amount will be paid to you on presenting. 
this letter at the branch of that bank in your town. 

Kindly send receipt for the above amount. 

Iam, 
Yours faithfully, 


JOHN STRANGE, 
To Mr. W. Winter, Bournemouth. 


(Request to accept Draft.) 
February 25, 1I9— 
SIR, 

Kindly accept the enclosed bill for £55, payable at three 
months date. We are much in want of ready money as we 
have some rather large accounts to meet this week, or we 
would not thus trouble you. Your further orders will be 
esteemed by 

Yours obediently, 


Harris & Co., Ltp. 
To Jno. Macgregor, Esq. 


[Accepting Draft.] 
April 15, 19— 
GENTLEMEN, 


Your advice of the 13th inst. duly came to hand. We 
thank you for drawing on us for the sum of £500, payable in 
Berlin 60 days after sight. Such an arrangement is equa!ly 
a convenience to us and should facilitate business as it enables 
us to plan our journeys in view of length of credit. We 
enclose the draft accepted, dated 15th inst., and will be most 
happy to continue our purchases from you. 

We are, Gentlemen, 
Yours obediently, 


ROBERT Amos & Sons, LTD. 
To Messrs. C. Farlow & Co. 
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[Acknowledging receipt of Cheque.] 
Mr. J. S. Narraway. September 3, 1g— 


DEAR SIR, 

We are in receipt of your kind favour of the Ist inst. 
enclosing cheque, value £84 gs. 7d., in settlement of your 
shipment per “‘ Wanderer.”” We place the amount to your 
credit, with best thanks. 

We shall have much pleasure in seeing you when you 
are in London but shall be glad if you can make a definite 
appointment three days before you come. 

Yours truly, 
For Epw. Brown & Co. 
F. CLARKE. 


[Acknowledging Settlement.] 
Messrs. Hinton & Co. March 3, 19¢— 
DEAR SIRs, 
We duly received your favours of the 20th and 22nd 
inst., and have placed to your credit the sum of {£200 6s. 2d., 
which you advised having paid into Messrs. Barclay’s Bank. 


Yours truly, 
p. HirscH, SCHUMANN & Co., LTD. 


T.) Bircu, 
[Acknowledging Cheque and disputing Discount.] 
Messrs. Junior & Co., London. October 4, I9g— 
DEAR SIRS, 


We have your cheque for £123 5s. 6d., and enclose 
statement receipted, with thanks. 

We note you deduct an extra 1} per cent. for prompt 
cash. When special discount was mentioned at the time of 
placing the order with our Mr. Alfred Smith, he gave a reduc- 
tion in the price to meet this, and the terms agreed upon were 
2} per cent. monthly. These terms were also noted in the 


copy order sheet. 
Our usual terms are 2} per cent. monthly, or 3 per cent. 


prompt cash. 
Yours truly, 
H. & A. SmitH & Co., Ltp. 
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(Enclosing Account and Draft.) 


Mr. Flower, Hamburg. 
August 5, I9— 
DEAR SIR, 

Herewith I forward statement of account for this year 
with draft on you for £16 gs. 5d. to balance same, which 
please kindly accept and return. 

Yours truly, 
JAMES FERGUS. 


STATEMENT OF ACCOUNT FOR YEAR 19— 


—— 


Dr. Cr. 
Jan. t Balance ae «- £30 19 7 | Feb 29 Draft nn on £26 24 © 
» 12 Goods, nett ... -. 16 14 © | Mar: 20 Cash oe, we 2g 22 8 
Feb. 16 a aS ine EIAs. 73 - » from Jones ... 3 00 
jan. 27 oy) OTIS, eee ee ES 28° 5 = Advertisements a § 8 ee 
Feb. 15 iF A Se «- 9 5 8 | June § Bill 10 Sept — 5% 079 
+ 24 in op eee o. 416 8 aos ee eee oo $0 0 0 
Mar. 22 es wa OF Ss » 19 Cash, Jones =e ar” 
Apl 12 - rere aes, 28 9 6 Error aw ~~ 6826.2 
» 26 Ge 5 tea aan’, £0153 § oo gn RE ion ows, 7 33 4 
June 9 = Gree SR ne ee ea » » Advertisements aS a or 
ae & cs ae ae +. 9 8 oO} Discount omitted Feb. 15 116 2 
» 26 s, pg eitane acne a. 4/6; on = 24 ee 
2 27 a eee ow 2395 8 ~ » March’ 22° “..." 16°%9 (oe 
5 pp Apel (26'S ose Te 
Balance = 89°39 38 
£238 2 8 £238 2 8 
oe ee 
Balance £29 19 2] July 6 Draft = ws £22. 48 
July 1 Goods per os SAPS | A ss <= nnd ww 16 9 § 
»” gt ” ow ooo ° 3 5 
£38 13 7 £38 13 7 
Ce —— 
[Acknowledging Account Sales.] 
Messrs. Halkett & Co., Adelaide. London, 
DEAR SIRs, August 10, 19— 


I am in receipt of your favour of the 12th June, enclos- 
ing sales of my shipments per “‘ Cissy,” and draft for same, 
£124 3s. 4d., which is satisfactory, and for which I return you 
my best thanks. I will prepare another miscellaneous ship- 
ment, and send it on towards the end of this month, trusting 
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it will meet with a good market on arrival. I enclose B/L 
of my shipment per ‘‘ Windward,” of which I sent you invoice 
per last mail. 
I remain, 
Yours truly, 
T. MARSHALL, 


[Advising Acceptance of Draft, and urging prompt execution 
of Order.) 


Messrs. J. Vogelsang & Sohn, 
Hayda, in Bohemia. 
Liverpool, May 14, 19— 
DEAR SIRs, 

Your favour of the roth instant is to hand. Enclosed 
I return, accepted, your draft for £24 7s., for which amount 
please give me credit. 

I am in great want of the two gross of cut bottles ordered 
and shall feel much obliged by your sending them forward 
without delay. 

Your obedient servant, 
A. DUMARGEST. 


[Remitting Money to meet Bills falling due.) 


Messrs. Dalas & Co., Paris. 
London, June 18, 19— 
DEAR SIRS, 

I received yours of the 14th instant, and herewith 
enclose Speilmann’s draft for 3500fr. Please attend to the 
payment of the following drafts on you falling due at the dates 
named :— 


zoth—Croisy ... hea ... Fr. 2484.50 
24th—Madok ... ets de 4870.0 
rs Mazzini acd ‘se 5212.44 
As Garibaldi aay ms? 2100.00 


Fr. 14666.94 


I am, dear Sirs, 
Yours truly, 
EDWARD GILBERT. 
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- Messrs. Brown Brothers & Co., Ltd. Leeds, 
DEAR SIRS, March 20, I9¢— 


We are in receipt of yours of yesterday’s date, enclosing 
cheque value {56 4s. 2d., which we have passed to the credit 
of your account, with thanks. We would, however, draw 
your attention to the fact that our terms are prompt cash, 
in seven days only from date of invoice, and we have therefore 
brought down a small balance as per enclosed statement, 
which kindly pass to our credit and oblige, 

Yours faithfully, 
ApaAms & Co. 
[Reply.] 
Messrs. Adams & Co. London, 
DEAR SIRS, March 21, I9¢— 

Yours of 20th instant is to hand re discount. Under 
the circumstances, we consider ourselves quite entitled to 
the prompt cash discount. The goods arrived in our house 
four days after date, and had to remain in abeyance whilst 
a dispute was settled as to the quality in comparison with 
the original patterns. On receipt of your credit for allowance, 
the cheque was forwarded per return. 

Trusting that this explanation will enable you to pass 
the account, your receipt in full will oblige, 

Yours faithfully, 
Pro BROWN BROTHERS & Co. Ltp. 
A. BERTIE. 
[Asking for Special Cash Terms.] 
Messrs. Head & Co., Ltd., Leeds. April 15, 19— 
DEAR SIRS, 

We are now arranging to pay all our accounts prompt 
cash instead of monthly and by acceptance as before; and 
shall be pleased to hear that you will allow the same discount 


(viz., 34 per cent, cash in seven days from date of invoice) as 
our other friends. 


Your reply will oblige. 
Yours faithfully, 
Pro Junior & Co., Ltp. 
Aw BSD; 
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[Reply.] 


Messrs. Junior & Co., Ltd., London. 
April 16, 19— 
GENTLEMEN, 

It is very kind of you to offer us cash terms instead of 
drawing as heretofore; but, in truth, we would as soon hold 
your acceptance as your cheque. 

Weare happy to have either, and heartily wish they were 
more numerous. We try to induce that result by offering our 
goods at lowest rates, so low indeed that we cannot afford 
more than 3 per cent. extra for prompt—that is, 3 per cent. 
in all. Whenever it pleases you to take these terms, please 
do so, or otherwise by monthly account less 24 per cent., or 
we will draw upon you at six months as heretofore. 

Thanking you for continued favours and for this special 
act of grace, 

We are, dear Sirs, 
Very respectfully yours, 
Heap & Co. Ltp. 


[Another Reply.]} 


Messrs. Junior & Co., Ltd., London. 
April 19, 1Ig— 
DEAR SIRs, 

In reply to your inquiry re account, your orders are 
for cotton goods, and we cannot allow more than 3 per cent. 
discount for cash payment. This is the usual discount allowed 
by us to other London firms for cash. 

Yours truly, 
Pro Watson & Co. 
B. G. 


[Acknowledging Settlement, and pointing out an Error.] 


Messrs. Hallett & Co., Ltd., Tewkesbury. 
July 29, 26— 


DEAR SIR, 
I was favoured on Saturday with a visit from Mr. 
Smith, and settled your account by taking your bill at one 
month, from 24th July, for £88 13s. 3d., payable at Barclay’s. 
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On making up the statement again, however, and marking the 
destination of every parcel as desired by Mr. Smith, I found 
that you had not been allowed discount on the invoice, 31st 
May, in the statement previously delivered. This makes a 
difference of {2 18s. 3d. standing to your credit on the next 
transaction. I would have returned the bill to you, but 
that it is already discounted. 
I remain, dear Sir, 
Yours truly, 
JACOB THOMPSON. 


[Protesting against dating Invoices forward.] 


Messrs. Janson & Co:, London. 
March 6, 19— 
DEAR SIRS, 

We note from your post-card received this morning 
that you have dated our invoices of the 4th instant as zoth. 
and propose to pay us on the 27th instant less the usual 
discount. 

We are sorry we are unable to consent to this. We have 
never agreed to any dating forward; and the large discount 
we allow, viz., 3 per cent., is for immediate payment, and not 
for cash more than three weeks after, as you now propose. 

We are, 
Yours faithfully, 
Marriott & Sons, LTp. 


[Disputing Discount.] 
Messrs. Brown & Sons, London. 
May I, 19— 
DEAR SIRs, 


We are in receipt of your cheque in payment of account 
this morning ; but regret we cannot accept it. 

Our terms for prompt cash are 3 per cent. in seven to 
ten days from date of invoice ; but this is three weeks later. 
We will therefore carry balance as under to next account. 

Your further esteemed orders will oblige. 

Yours faithfully, 
Pro Apams & Co. 
C. WILLIAMs. 
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£125 6 0 
24 per cent. os a pais a2 oO 
{122 3 6 
Cheque received = a me rZtokter 
Balance forward to next account rz: 6 


[Enclosing Cheque and Account Sales.] 


Messrs. T. Marshall, Ltd. 
May 4, 19— 
DEAR SIR, 
We have pleasure to enclose Account Sales of ship- 


ment (x 5 bales wool ex ‘‘ Ajax,”” showing nett profit 


£44 12s. 4d., for which we send you cheque herewith. 
Yours very truly, 
HALKETT & Co. 


Account Sales of 5 Bales of Wool, ex “‘ Ajax,’”’ at Cape 
Town, sold by Public Auction at the Wool Saleroom, 2nd 
May, 19—, by order and for account of Messrs. T. Marshall, 
Ltd: 


Lot | Mark | Bales | ! | | Lb, | Price] £  s. .d, 
EZ ) 
eee 3 Ce ah i} zx |o 4 %% 5 1 26 614 | 11d 28 2 10 
ett. - 1 20 8 “> o oWm 19/42 | 218 Is. 10 18 0 
3 1 28 0, 0° 1% ca30 22 162 | 84d. gor2716 
Samples o § 2 
£44 18 6 
Brokerage, eee eos o 4 6 
Sale Expenses, ... B. f—_8: 
0 6 3 =a © 6 2 
£44 12 4 
E70... 


London, May 4, 19— 
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[Complaining of long Credit taken.] 


Mr. Robertson, Pembroke. 
September 5, 19— 
DEAR SIR, 

On looking over my books, I observe that you have 
been in the habit of settling for some time past at six months 
instead of two months, as is done by my other customers. 
I have no objection to continue granting you that credit, 
but in that case I think it right to inform you that you will 
not be entitled to discount on future payments, as I can only 
allow it on current two months’ accounts. Should you wish 
to save your discount, you will please remit me the balance 
of the account last delivered to you. 

I remain, dear Sir, 
Yours truly, 
R. DAVENPORT. 


(Transmitting Accounts for Collection.] 


M. St. Cassel, Madrid. 
London, June 5, I 
DEAR SIR, : Yas 
I send you herewith a list of accounts due in your 
city and other towns for collection, some of which are of old 
date, and one or two drafts dishonoured, which require 
protest. I trust you will be able to recover of the gross 
amount about 13,000 reals, and remit it by the 27th to Mr. 
Leblanc, who has occasion for it for the payment of duties, etc. 
Please make out your statement of account with me 
up to the end of the month, so that I may be able to balance 
my books for the half-year. 
. Yours truly, 
J. A. CARRILL, 


List of Accounts for Collection. 


Morino Tersa, Madrid Bed -- 2,680.47 
Martin Luque, a aoe <u eae Ob 
Don Miro Cara, St Gp ee — 351.50 
Don AlmageaCarol, ,, = =. a e8G 


Don Limias, Jaen a Sa at 3,02 9610 
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Don Jose Sancho, Jerez... ts Boy O575.16 
Don Espanol, Malaga me ~~ S27 49.27 
Don Carlos, Vieluna mee a 2 $195 597.60 

- Don Joachimo, Cadiz = Sho toa 2,782.10 
Don Perez Herman, Lorca is at 25703.02 
13,418.16 


[Remittance towards retiring Acceptance.] 


Messrs. Slowman Bros, Ltd. 
October 3, I 
DEAR SIRS, a 
As arranged, we enclose cheque {150 towards retiring 
the acceptance for £250 due 7th inst., which please acknow- 
Icdge. 
Yours truly, 
WitLiaMms & Sons. 


(Complaining of a renewed Bill not being met.] 


Mr. Connolly, Northampton. 
London, July 27, 19— 
DEAR SIR, 

I am really much surprised at the way you treat me. 
After renewing your bill to oblige you, you then fail to meet 
it, and only send me £20 on account; thus giving me the 
trouble of writing half a dozen letters for the balance of £8 13s. 
If the amount were large, I might assume that you could not 
send it; but as it is so small, I can only think that you will - 
not do it, and I must say it is a very uncourteous return for 
the accommodation I have always been ready to give you. 
I trust this is the last time I shall have to write for it. 

Yours obediently, 
PHILLIP JONES. 


(Complaint of Non-payment of Acceptance.) 
Mr. Crawley, Hastings. 
DEAR SIR, 
I am in receipt of your favour with £25, on account of 
the bill dishonoured. I am rather surprised at your not 
meeting this bill, as it has already been renewed once, and it 
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puts me to considerable inconvenience, as the bill was paid 
into my bankers before I received your letter, and I had 
great difficulty in preventing its being noted. = 

I shall feel obliged by your obviating this in future by 
meeting your acceptances with promptitude. You will 
realize that bankers nowadays are reluctant to discount 
trade bills in any circumstances. Where even one of these 
bills is not met at due date the reluctance can easily change 
into point blank refusal. Please help me to work smoothly 
with my bankers. 

I am, Sir, 
Your obedient servant, 
S. SLATER. 


(Notice of Dishonour of a Bill.) 


Messrs. Josephs Berner & Welshman. 
January 3, 19¢— 
GENTLEMEN, 


I beg to inform you that the undernoted bill has been 
duly presented for payment to Messrs. Griinberg & Golding, 
and that, as it has been dishonoured, I shall look to you for 
payment. 

Yours faithfully, 
PETER TROUNSON. 
Dated 28th Nov. 
Amount, £84 gs. 8d. 
Drawn by Thomas Butcher. 
Endorsed by James Dunn. fegeaqee 


(Noting a Bill.) 
Mr. Jas. Dunn. 


January 2, 19g— 
SIR, 


I hereby give you notice that the Bill of Exchange 
dated the 28th November, drawn by Thomas Butcher on 
Messrs. Griinberg & Golding, of London, for £84 gs. 8d., 
payable one month after date to Thos. Butcher, or his order, 
and endorsed by you, has been duly presented for payment, . 
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but was dishonoured, and is unpaid. I request you to pay 
me the amount thereof. 
I am, Sir, 
Your obedient servant, 
ALFRED Brown, Notary. 


{Enclosing particulars of Noted Bills.] 
~The Manager, 
The International Banking Corporation, Ltd. 


August 24, Ig— 
DEAR SIR, 
We beg to hand you particulars at foot of three overdue 
bills accepted by you, and account of charges for interest and 
noting. 


40/962, due 6th May, Ig— -. -—. £67 7 2 
110 days’ int. at 5 percent. £1 os. 2d. 
and Notary; $5). sap edi Ty 1302 
——— {6810 4 
90/326 due 6th June, I9— - -~. £72 15 6 
79 days’ int. at 5 per cent. I5s. d., 
and Notary, 3s. Be ne 018 9g 
ca arama tS ae 
54/842, due 5th July, I9g—  — £I5I 5 10 
50 days’ int. at 5 percent. {I os. “8d., 
and Notary, 3s. ey an hn ail r 33 
— £152 9 6 


(Notices of Suspension.) 


Floodgate Street, London, May 30, rg— 
DEAR SIR, 

In consequence of very heavy losses and the present 
position of financial affairs, we find ourselves unable to 
continue carrying on our business without making such 
sacrifices as might imperil our ability to meet all our liabili- 
ties in full. We have, therefore, after consultation with our 
friends, decided on suspending payment, feeling that such 
a course is the most honourable, and will prove the most 
beneficial for our creditors. 
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We have requested Messrs. Coleman, Turquand, Youngs, 
& Co., to prepare a statement of our affairs without delay, 
and to convene a meeting, when we hope to submit such 
proposals for liquidation as will be found acceptable. In the 
meantime, craving your kind forbearance, 

We remain, Sir, 
Your obedient servants, 
H. J. ENDERBY & Sons. 


[Accepting Composttion.]} 


Messrs. Raiasforth & Thomas. 
London, July 9, 19g— 
GENTLEMEN, 

In reply to your note of this day, I beg to inform you 
that I accept the composition of 6s. in the { offered by Mr. 
W. T. Boutellier. 

The amount due to me is correct—{22 8s. 5d. 

GILBERT WILSON. 


(Acknowledging Dividend, and complaining of Conduct 
of Customer.) 


H. Stonner, Esq., Cirencester. 
August 3, I 
DEAR SIR, esp a 
I beg to acknowledge receipt of your favour enclosing 
{6 16s. tod. dividend on Mr. Hope’s estate, which is duly 
passed to credit. As regards your request to assist Mr. Hope 
to continue in business, I may state that when I allowed 
him time, it was with the understanding that he would con- 
tinue purchasing goods from me, paying cash for the same.. 
Now I find by my books that all he has paid for the last two 
years has been {I 5s. Under these circumstances, I do not 
see in what way I can assist without taking risks that do not 
appear to be justified. 
Yours faithfully, 
james Lucy. 
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LETTERS OF CREDIT, LETTERS CONCERNING 
BANKING AND OTHER MATTERS. 


[Enclosing Cheque for Account of a Third Party.) 


August Io, I9— 
The Manager, 
The Lancashire Bank, Limited, Manchester. 
DEAR SIR, 
Please find enclosed cheque for £30 which kindly place 
to the credit of your clients, Messrs. T. Rieveson & Co., Ltd. 
Yours faithfully, 
EDWARD MarsH. 


[Acknowledgment of the above.] 


The Lancashire Bank, Manchester. 
August II, 19— 
DEAR SIR, 

I beg to acknowledge receipt of your letter of the roth 
inst. enclosing cheque, £30, for the credit of Messrs. 
T. Rieveson & Co., Ltd. 

I remain, 
Your obedient servant, 
THOMAS GRANGE, Manager. 
Edward Marsh, Esq. 


[Opening a Second Account.) 


Messrs. Lloyds Bank, Ltd., 
Bartlefield Branch. 
August 24, 1I9— 
GENTLEMEN, 
Herewith I beg to hand you a cheque for {£200 (say 
Two Hundred Pounds), to be placed to the credit of an 
account to be called ‘‘ T. B. Barnett, Private Account,” and 
I request that you will be good enough to pay the cheques 
which will be presented to you to the debit of that account. 
I remain, 
Yours faithfully, 
T. B, BARNETT. 
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[To stob Payment of a Cheque.} 


Messrs. Smith, Richards & Co. 
April 6, 1g— 
GENTLEMEN, 
Please stop payment of cheque, No. 984, for £94 bs. 
drawn in favour of Mr. Thomas Green, and dated 6th April, 
signed by myself. 
I am, Gentlemen, 
Yours faithfully, 
RICHARD TURNER. 


(From Bankers respecting Overdrawn Account.] 


July 1, Ig— 
DEAR SIR, 


Your account appears to be overdrawn in our books 
by the sum of £8 gs. to which I request the favour of your 
attention. 

If there be any error on our part, I shall be obliged by 
your informing me. 

I am, 
Yours faithfully, 
. PENNER, Manager. 
T. Banks, Esq. 


[From Bankers enclosing Promissory Notes for Signature.} 


DEAR SIR, 

I enclose two promissory notes for signature as suggested 
by you, and I trust that the £100 will be paid at maturity, 
even if it should be necessary to increase the note for which 
you are alone responsible, as we do not care for two notes 
running concurrently. 

The notes are drawn for four months, which is the 
longest period it is our custom to allow. , 

Yours faithfully, 
T PENNER, Manager. 
F, Jackson, Esq. 
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[Requesting Banker to discount Bills.} 


To the Manager, 
The Union Bank, Chancery Lane, E.C.4. 
April 6, 1g— 
DEAR SIR, 
Please discount the following bills and place to the credit 
of my account :— 
PSs Us 
4410 7 
i Os i £326 I0 3 


193 6 5 
With thanks, 
Yours truly, 
HENRY DENNY. 


[Lodging Documents with Banker pending Settlement.] 


The Colonial Bank, 
Floodgate Street, E.C.1. April 4, Ig— 
SIR, 

Herewith please receive three Bills of Exchange for 
£18 4s., on Mr. L. A. Depres of Cuba, payable on demand, 
together with all necessary documents, B/Lading, etc., which 
you will please hold on our behalf until settlement. 

Yours faithfully, 
WILLIAMSON & HOWELL, 


[From Bankers returning unpaid Cheque.) 
Mr. Grandison, 60 Bellevue Terrace, Southampton, 


South English Bank, Southampton. 
September 21, 19 — 
DEAR SIR, 
I beg to hand to you the undermentioned cheque, which 
has been returned to me unpaid by the National Bank. 
I have charged the amount to the debit of your account. 
{60 2s. on National Bank drawn by W. Thompson. 
Reason for non-payment—Incorrect endorsement. 
Tam, 
Yours faithfully, 
PHILIP GREEN, Manager 
H 
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[Letter of Credit.) 


Messrs. Jacob Strachan & Co., 
Palermo. October 15, 19¢— 
GENTLEMEN, 

This letter will be presented to you by Mr. Thomas 
Jackson, in whose favour we beg to establish a credit for fcs, 
75,000. You will please hold this sum or any part thereof 
at his disposal, less your usual charges, and take in exchange 
his drafts upon this bank, which will be duly honoured. 

It is understood that this credit shall be available for 
one year from this date, unless previously cancelled. We 
give at foot the signature of Mr. Jackson, and beg to remain, 

Your obedient servants, 
MARTIN & PORTER, LTD. 

Mr. Thomas Jackson will sign :—T. Jackson. 


[Advising the above Letter of Credit.} 
Messrs. Jacob Strachan & Co., Palermo. 
GENTLEMEN, October 15, I9— 


We have the honour to inform you that we have 
furnished Mr. Thomas Jackson with a letter of credit for 
fcs. 75,000 on your house. 

Please take note hereof, and honour his drafts on 
presentation. 

We remain, 
Your obedient servants, 
MARTIN & PORTER, 


[Acknowledging the above.]} 
Messrs. Martin & Porter, Ltd., London. 
DEAR SIRS, October 20, I9g— 


We hasten to acknowledge receipt of your letter of the 
15th inst. informing us that you have opened a credit with us 
in favour of Mr. Thomas Jackson for the amount of fcs. 75,000, 

We shall be happy to meet Mr. Jackson’s requirements, 
in accordance with your request. 

We are, dear Sirs, 
Yours faithfully, 
JACOB STRACHAN & Co. 
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(Order to cancel the same.} 
Messrs. Jacob Strachan & Co., Palermo. 


GENTLEMEN, December 1, 19— 
Please cancel our advice of letter of credit No. 721 for 
75,000 francs issued October 15th last, and inform us of 
your having done so. 
We are, Gentlemen, 
Yours faithfully, 
MARTIN & PorTER, LTD. 


[Application for an Open Credit.) 


Messrs. Phillips & Johnson, Ltd., Liverpool. 
DEAR Sirs, October 11, 19— 


Having lately received numerous orders beyond my 
expectations, I have been for some time past more than 
ordinarily busy manufacturing goods. 

As I shall not receive any immediate payments, I am 
desirous of obtaining an open credit for about £1,800 in order 
to meet the extra expenditure consequent on the increased 
business. 

Should you be willing to accommodate me for that 
amount please let me know on what terms. 

Iam, 
Yours truly, 
THOMAS GRIMDALE. 


[Reply.] 
Mr. Thomas Grimdale, Bradford. 
DEAR SIR, October 12, I9— 


In conformity with your request for an open credit 
of £1,800, we shall have pleasure in considering this request 
at our next board meeting. In the meantime it would assist 
us to know if you propose to put up any security and of 
what form. 

It would perhaps facilitate matters if you could call to 
see our Mr. Henry Phillips, telephoning beforehand when 
you are coming. 

We are, Sir, 
Yours truly, 
PHILLIPS & JOHNSON, LTD, 
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LETTERS RESPECTING STOCKS AND SHARES 


[To Stockbrokers, introducing a Client.) 


Messrs. Ponsonby & Green 
Kensington Gardens, W. 
February 6, Ig— 
GENTLEMEN, 

The bearer of this note is my friend Mr. H. Francis, 
of 9, Cleveland Road, W. 

He has a sum of money for investment, and I have 
pleasure in introducing him to you, feeling assured that any 
business he may entrust to you will receive your best attention. 

Believe me, Gentlemen, 
Yours faithfully, 
HERBERT NORMAN. 


[Order to Stockbrokers re Purchases and Sales.} 
Messrs. Watson, Edwards & Co. 
Constitutional Club. 
April 26, 19¢— 
GENTLEMEN, . 
Please buy for my account— 
1000 Chinese 5 per cent. stock at g1$ 
and sell— 
to Glen Mines at about 553, and 
£2000 Brazil 4 per cent., 1889, at 58 or better. 

I shall be glad to hear your opinion of American Rails. 
Would you regard Louisvilles or Pennsylvania Shares as a 
good purchase at present prices ? 

Yours truly, 
THos. REDWORTHY. 


[Reply Acknowledging the above.] 
Thos. Redworthy, Esq. Austin Friars, E.C. 
April 27, 1 
DEAR SIR, ; ite 
We have pleasure in acknowledging your. favour of 
yesterday’s date, in accordance with which we have bought 


1000 Chinese 5 per cent. at 91} and sold 10 Glen Mines at 
55% for which we enclose contracts. 
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_ We are unable to obtain 55} for Glen Mines, but the 
price being so near, we closed the order this afternoon at 


553- 

Brazil 1889 were quoted 56-57, and we could not there- 
fore sell at your price, but will retain the limit, in case the 
market should be firmer to-morrow. 

With regard to your inquiry about American Rails, 
we could not advise a purchase at present, as there has already 
been considerable speculation in these in New York, and we 
think you would be buying at a rather artificial price which 
can scarcely be sustained. 

We are, dear Sir, 
Yours faithfully, 
Watson Epwarps & Co. 


(Stock Exchange Contracts.] 


Telephone, No. 159867. Austin Friars, E.C. 
Telegrams, ‘‘ Watwards, London.” April 27, Ig— 


Bought by order and for account of Thos. 
Redworthy, Esq. (subject to the rules of the 
London Stock Exchange), £10C0 Chinese 5 per 


cent. Loan at 914 ; ; ; : , £015 "0 “0 
Commission, . - : - A 5 210 0 
£917 10 
Is. 
Contract 
Stamp Watson, Epwarps & Co. 


Sold by order and for account of Thos. 
Redworthy, Esq. (subject to the rules of the 
London Stock Exchange), Io Glen Mines 


Shares at 55% : : ; : ; - £553 15 0 
Less commission : ‘ ° ; I 5 0 
£552 I0 Oo 
Is. 
Contract 


Stamp Watson, Epwarps & Co. 
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(Telegraphic Order to Stockbroker.) 


Watwards, London. 
Buy 50 Anacondas and 20 Rio West at lowest. 
REDWORTHY. 


(Reply Acknowledging the above.) 


Thos. Redworthy, Esq. 
Constitutional Club. 
Austin Friars. 
May I, Ig— 
DEAR SIR, 

We thank you for your wire of to-day—*‘ Buy 50 
Anacondas and 20 Rio West at lowest,’’ in accordance with 
which we have purchased for your account, 50 Anacondas 
at 5, and 20 Rio West Ordinary Shares at 38. 

We enclose contracts herewith. 

Your order to sell Brazil 188g is still unexecuted, the 
price remaining below your limit. 

We remain, dear Sir, 
Yours faithfully, 
; Watson, EDWARDS & Co. 
(Contracts enclosed.]} 


(Instructions as to dealing with Stocks for the Account.) 


Messrs. Watson, Edwards & Co. 
May 9, I9— 
DEAR SIRS, 


I see that De Beers are now quoted 17—}, and as this 
shows a profit on my purchase of last account, please sell the 
30 shares you carried over for me if you can get 17 for them. 

Will you be good enough to carry over my Chinese and 
Rio West bought this time ? 

The Anacondas I will take up, as also the De Beers, 
should you be unable to sell them at my price. 

I am, dear Sirs, 
~ Yours, etc., 
THos. REDWORTHY. 
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[Reply to above.] 


Thos. Redworthy, Esq. 
Austin Friars, May 9, 19g— 
DEAR SIR, : 

In accordance with the instructions received in yours 
of yesterday, we have to-day sold for your account 30 De 
Beers at 17 for which contract is enclosed, and we note your 
request to carry over your Chinese and Rio West. 

We are, dear Sir, 
Yours faithfully, 
Watson, EDwarpDs & Co. 


Enclosing Cheque for Balance of Account, and other Documents.] 


Thos. Redworthy, Esq. 
Austin Friars, May 11, 19g— 
DEAR SIR, 

We have pleasure in handing you carrying-over con- 
tract and statement of account showing balance in your 
favour £305 2s. 6d., for which please find cheque enclosed. 

We also send you a deed, transferring into your name 
the 500 Northern Tramway Co. shares bought by you last 
account. Please execute the deeds, and return to us for 
registration. 

We are, dear Sir, 
Yours faithfully. 
Watson, Epwarps & Co. 


(3 Enclosures.) 
(Contango Contract.} 
CONTINUED ACCOUNT OF THOS. REDWORTHY, ESQ. 


Bought for 26th May, 19— 


At g14\and 5 per cent, 
At 173 contango, 


Sold for this Account, 12th May 19— 


£1000 Chinese 5 per cent. stock at ... 91% 
20 Rio West Ordinary Shares at ... 38% 


4s. Watson, Epwarps & Co, 
Contract 
Stamp 
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AccounT, May 12, 19— 


Thos. Redworthy, Esq., in account with Watson, Edwards, 
& Co. 


Dr. 
; Comm. Ss 2 
Apl. 27 | To 30 De Beers... brought down 16 7-16 493 2 6 
a a 1s. per share on De Beers : Iie oa 
» £1000 Chinese 5 percent. ... at git |{2 10 0 915 Oo Oo 
May 1 » 50 Anacondas Are = at 5 2 10 a 250 0 Oo 
» 20 Rio West Ordinary at 384 28° Os 7702S 
» Commissions .., xe a 5 wi = fo 
(on sales) 
» Contract Stamps seid eS me 5 0 
» Balance mee Hee a = 205. 2 6 
2746 $5 O 
To tak 
o take up— , 
50 Anacondas. 
Cr. 
Comm. 2 ee 
Apl. 27 | By ro Glen Mines ae aed at 555 £1 3. 0 553 15 0 
May 9 » 30 De Beers ... aa aes at 17 3 00 510 0 O 
May 10 | ,, 1000 Chinese § per tent. carried over gti 917 I0 © 
May 1o| ,, 20 Rio West Ordinary sod oe 384 765 0 O 
2746 5 0 
oe 
E. & O.E. 
By Balance cow nee 
905_.2-+6 
To deliver— > 
to Rand Mines 
London, May 10, 19g— 
[Forwarding Transfers for Registration.] 
Memorandum. 
August 16, Ig— 
From ito. 
Watson, Edwards, & Co., The Secretary, 
Austin Friars, Northern Tramways Co., 
E.C. Street, London. 


SIR, 

Please find enclosed one deed transferring 500 shares of 
your company, for registration into the name of Mr. Thos. 
Redworthy, for which kindly forward receipt to us. 

For Watson, Epwarps, & Co., 
J. TURNER. 
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(Note of Transmission of Bonds.] 


Messrs. Manson Bros 
August 17, Ig— 
GENTLEMEN, 

We have the pleasure to inform you that in accordance 
with the request contained in your letter of the 16th inst. 
we shall forward by to-morrow’s mail to the Bank of the 
South African Republic (Pretoria) five bonds of £500 each 
of the Transvaal 4 per cent. Loan, Nos. 795 to 799, request- 
ing the Bank to deliver them to the Treasurer-General of the 
South African Republic in exchange for the {£2,500 scrip 
referred to in your letter. 

The expenses for insurance and postage connected with 
the sending of the bonds amount to £3 2s. 6d., for which 
kindly send us a cheque. 

We remain, Gentlemen, 
Yours faithfully, 
MANNERING & Co. 


[Stating proceeds of Sale of Stock.] 


T. Franklin, Esq. 
September I, 1Ig¢— 
SIR, 
We enclose a statement of the proceeds arising from the 
sale of £8,500 Chinese 6 per cent. stock on your account. 
The sum realised amounts to £7,900, which we hold at 
your disposal. 
We are, Sir, 
Your obedient servants, 
PonsonBy & GREEN. 


[Statement enclosed.] 


[Form of Application for Debenture Stock.) 


To the Directors of 
The Public Trading Co., Ltd. 
July 1, 1g— 
GENTLEMEN, 
Having paid to the Company’s Bankers the sum of 
LS Te ae being deposit of £10 per CeNt. ON forvecmennen 
Debenture Stock of the above-named Company, I request 
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you to allot me that amount of Debenture Stock upon the 
terms of the Company’s Prospectus, and I hereby agree to 
accept the same or any smaller amount that may be allotted 
to me, and to pay the further instalments as required by the 
terms of such Prospectus. 


Ordinary Signature... 


Note: Name © (ia: -foll) 2 st ade 3 
Please write very (Mr., Mrs., or Miss) 
distinctly. Address, fin; full)o2 2 ee 
Profession or Business. 
Dates 21 atiduge tse 16-d2 


All cheques to be made payable to bearer, and crossed 
to the Company’s Bankers. 


The Public Trading Co., Limited. 
Bankers’ Receipt. 19— 


(To be.returned to the applicant.) 
Received this.....____.._.....day of March, 19— 


from.snntsn. 1 Reo es Be Se I 
thesum of > being a deposit of {ro per cent, upon 
£ ann =» eee Debenture Stock of the above named Company. 


ee ee ee RE a 
- Cashier. 


| oe Le 


[Form of Subscription to Loan.] 


Chilian 5 per Cent. Loan of £4,000,000 Nominal Capital. 
To Messrs. A——-B—— & Co. 


GENTLEMEN, 
wm Fequest that you will allot tO aacecnceene ff ceeeeee 
2 een aL Oe a pounds nominal capital of the above 
loan, on which........enclose the required deposit of 5 per cent. 
Or -farcondntitrcahes and agree to accept that amount or 


any less sum that may be allotted to-..-.and to pay the 
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further sums due in respect of such allotment, according 
to the conditions of your Prospectus of the 6th of July, 19—. 
_.......-remain, Gentlemen, 
Your obedient servant, 


eeeneeeencreeencenaseesnerenssenessrersuscoustsenstteverssensens: teres ==mme 


a ag ES 1) a en Sele ae om 
LOSS EE ES Dee aeee eee = 
BD PY gece cecal ob eerany eee = 


(Letter withdrawing Application.] 
The Directors, 
The Public Trading Company. 
ro— 
GENTLEMEN, - 
Please cancel my application for {£500 Debenture 
Stock of your Company, and return to me the deposit paid 


to you with the application, vz., £50. 
I am, Gentlemen, 
Your obedient servant, 
J. S. Rosson, 


[Preference Dividend Notice and Warrant.] 
THE PuBLic TRADING COMPANY, LIMITED. 
Preference Dividend Notice and Warrant. 


41 Dividend Street, 
London, E.C.2. 
No. = January I, 1I9— 
DEAR SIR (OR MADAM), 

In accordance with a Resolution of the Board directing 
the payment of a Final Dividend on the Preference Shares 
of 3 per cent, being at the rate of 6 per cent., per annum, 
in respect of the year ended 31st December, 1924, I beg to 
annex Warrant as follows— 

Final Dividend of 3 per cent. on.............. Pref- 

erence Shares, fully paid, held by you £ 

LESS Income Tax at 4s. in the £ - 


Net Dividend Payment £ 
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I hereby certify that the amount stated hereon has 
been deducted for Income Tax, and will be paid to the proper 
Officer for the Receipt of Taxes. 

This portion to be retained by you. The Warrant 


requires your signature at foot. 
Your obedient servant, 
ees Secretary. 


Public Trading Company, Limited. 


Preference Dividend Warrant. 


To Messrs. Coutts & Co., 
15, Lombard Street, E.C.2. 
January 2, I9— 


PAY TO the Order of. 22 ee the sum 
For and on behalf of Public Trading Company, Limited. 
£ nas) mtd Directors. 


ee Ee ea Ret Secretary. 
Payee’s Signature... ea te 
T.C. or M 
This draft must be signed by the Payee and presented 
within three Months from date. 


[Dividend Warrant.] 
Dividend No. 3. 
Edward Finch & Company, Limited. 


No. 684. St. Anne’s Road, 
Bristol. 
October 20, 1I9— 
DEAR SIR (or MADAM), 

I have pleasure in handing the subjoined warrant 
for the Dividend of 2s. 6d. per share declared at the General 
Meeting on the 5th October. 

Yours faithfully, 
To James Royal, Esq. CHARLES MANNING, Secretary, 
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No. Amount of Income Tax | Net Amount of 
of Shares. {| Dividend. at 4/- in £ Warrant. 
deducted. 


The Income Tax Commissioners will accept this statement as a 
Certificate of Deduction of Income Tax ; it should, therefore, 
be retained by the Proprietor. 


: October 20, 1I9— 
Edward Finch & Company, Limited. 2a. 


No. 684. Dividend Warrant. Stamp 
To The Bristol Town Bank, Limited. 


Please pay to the Order of Mr. James Royal the sum 
of Two Pounds. 
For EDWARD FIncH & Co., Limited. 
£2 Os. od. Epwarp Fincu, Director. 
CHARLES MANNING, Secretary. 
Signature Of Payee.---e------n-eennenerne 


[Authority to pay Dividends to a Bank.] 
To the Directors of Edward Finch & Company, Limited. 


5, Briar Cottage, 
Uxbridge, 
Middlesex. 
May 4, 1I9— 
GENTLEMEN, 
Kindly forward all cheques in payment of Dividends, 
which may become due to me on account of Shares in your 
Company, to Barclays Bank, Limited, Uxbridge, whose 
receipt shall be your full discharge. This authority to re- 
main in foree until further written notice from me. 
Yours truly, 
T. B. BERTRAM, 
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[Rescinding the above Authority.] 
To the Directors of Edward Finch & Company, Limited. 


5 Briar Cottage, 
Uxbridge. 
GENTLEMEN, 

I rescind as from the 8th November, 19—, the authority 
given by me on 4th May, 19—, to pay the Dividends on 
my shares in the above Company to Barclays Limited, and 
request that all payments due to me henceforth may be 
fcrwarded to me at the above address. 

Yours truly, 
THOMAS B. BERTRAM. 


(Notice of Change of Address.) 


To the Secretary of Richard Taylor, Limited. 


8 Turnstile Buildings, 
Tonbridge. 


August 6, I9— 


Please note that I have removed from 25 East Road, 
Tonbridge, to the above address, and alter my address in 
your books accordingly. 

Yours faithfully, 
FRANK HOWARD. 


[Reply.] 
London, 
August 7, I9— 

DEAR SIR, 

_ I beg to acknowledge receipt of your favour giving 
notice of your change of address, which has been duly entered 
in the Company’s books. 

Yours very truly, 
A. P. Scott, Secretary. 
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(Form of Proxy to enable any Partner or Shareholder 
in any Public Company, or undertaking, to act 
or vote for another Partner or Shareholder.) 


The North African Trading Trust, Limited. 


pe ae ee SAE AE, Re CE OL eee oe ee es 
22 2in Pthe (County: lsc. anata 
being a member of the North African Trading Trust, Limited, 
LU gn OTe I Ve ea ate eee ee votes, hereby 
appoint William James Smith, of 74, Essex Place, Brighton 
in the County of Sussex, also a member of the Company, 
or failing him, Francis Thompson, of 54 Royal Gardens, 
in the County of London, also a member of the Company, 
or failing him, Frederick Hempson, of Crane Lodge, Ealing, 
in the County of Middlesex, another Member of the Company, 
to act as my proxy and to vote for me and on my behalf 
at the Extraordinary General Meeting of the Company, 
to be held on the 1st day of June, 19— or at any adjourn- 
ment thereof. 

As Witness my hand this... LAY Ol cesar. Ig—. 
Signed by the said_—___._ 


in the presence of 
(Witness to 
sign here). Ss IR ne S 


[Enclosing Coupons for Payment.) 


Messrs. A——-B—— & Co. 
7 Milton Square, 
Manchester. 
March 29, 19— 
SIRS, 

We enclose herewith 100 coupons of £2 Ios., each, 
numbered 5461 to 5560, due 1st April, of the Chilian 5 per 
cent. Loan of 19g—. We shall be obliged by your forwarding a 
cheque for the amount, £250—less Income Tax—in due course. 

We are, Sirs, 
Yours faithfully, 
SIDNEY JonES & Co. 
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[Letter of Indemnity for Lost Share Certificate.) 


The Directors of the General Finance Corporation, Limited. 
8 Road, 
Stoke-on-Trent, 
July 5, 19— 


GENTLEMEN, 

The certificate for 200 Shares in the above Company 
issued by you on the 6th September, 19—, having been lost, 
I request you to issue to me a new certificate for the Shares, 
and I undertake to indemnify and hold the Company harm- 
less from all risks of loss and expense incurred by your issu- 
ing such new certificate. 

I am, Gentlemen, 
Yours obediently, 
WILLIAM TOWLER, 
6d. (Banker's Clerk). 


Stamp 


(Indemnity for Lost Dividend Warrant.] 
To the Directors of the Universal Cotton Company, Limited. 


August I, I9— 
SIRS, 


The Dividend Warrant for £48 6s. 8d. payable on the 
6th August, I9—, in respect of 100 shares numbered 896 
to 945 and 16,432 to 16,481 standing in my name, having 
been inadvertently destroyed (or lost), in consideration 
of your issuing to me a new warrant for the same dividend, 
I hereby indemnify the Company against all loss or expense 
that may be sustained by your so doing. 
I am, Sirs, 

Yours obediently, 
HENRY WHITBURN, 
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(Indemnity for Lost Coupon Receipt.) 


To Messrs. A B—— & Co. 


October 5, 19— 
GENTLEMEN, 
Having lost your receipt No. 3646, for 10 coupons 
of £2 each of the Brazilian Loan of 1889, numbered 3649 
to 3658, given me at the time of depositing my coupons, 
I hereby indemnify you against any further claim upon 
you for such coupons, having duly received from you a cheque 
for the amount, £20, less Income Tax. 
I remain, Gentlemen, 
Yours obediently, 
Mary S. FARNHAM, 


6d. 


Stamp 


(Request for Notice before paying Missing Coupons.} 
Messrs. Berring & Co. 

September 3, 19— 
GENTLEMEN, 

The undermentioned coupons having been lost from 
our office, we shall be obliged by your informing us whether 
they have been presented to you for payment, and if so 
by whom. 

If they have not yet been paid, will you kindly let us 
know in case they are presented hereafter. 

Yours faithfully, 
F. J. Harpinc & Son, 


(Indemnity for Lost Coupons.] 


To Messrs. Brown, Mills, Barclay & Co., 
London. 
_ September 1, 19— 
GENTLEMEN, 
Three coupons, Nos. 568 to 570 of the Roumanian 
5 per cent. loan of 19g—, having to our knowledge been in- 
advertently burned, we hereby, in consideration of your 


I 
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having paid to us the sum of £6, the amount of such coupons, 
without requiring the same to be delivered up to you, under- 
take and agree to hold you harmless and indemnified against 
any claim which may be made on you by the Roumanian 
Government or any person or persons whomsoever in respect 
of such coupons, and against any loss which you may sustain 
by reason of such payment to us as aforesaid. 
Yours obediently, 


Signature and 
Date to be 
written across 


a 6d, Stamp 
which must be 
affixed here 


MISCELLANEOUS LETTERS 


(Re Stocktaking previous to Amalgamation.] 


Messrs. Mullens & Clarkson, Ltd., 
Stratford. 
347 High St., 


July 15, 19— 
DEAR Sirs, 


We have finished stock as taken at this address on the 
Ist July last, and after carrying out the same at nett cost, 
we make the amount £380 gs. 

Kindly let us have your confirmation at your earliest 
convenience, in order that we may make the necessary entries. 
All items entered in our stock book can be checked, as your 
Mr. Savage made a note of the goods. 

Yours truly, 
F. MANNING & Sons. 
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[To Customer who is closing business.] 


Mrs. Paul, 

Fulham. 

April 15, 19— 
DEAR MADAM, 

Your letter of the 8th inst. is duly to hand, and we 
regret that, owing to press of business, it has remained so 
long unanswered. We have examined our books and do not 
find that you are in our debt. 

We are glad to learn that our constant endeavour 
to give satisfaction to our customers has met with your 
approval, and while regretting the closing of an account 
which has extended over so many years, beg to thank you 
very gratefully for your polite and friendly letter, as well 
as for the custom you have given us. 

We greatly value your kind recommendations to your 
successor. 

Yours very truly, 


F. MANNING & SONS. 


[To Agent concerning Allowance for Removal.] 


Mr. J. Strong. 
June 8, 1924. 
’ DEAR SIR, 

I am in receipt of your letter of the 6th inst., and in 
reply I have to acquaint you that, under the circumstances, 
the directors approve of your occupying the upper part of 
the Byron Road Branch on the terms you mention, and that 
you are at liberty to accept the estimate of Messrs. Maple 
to remove your furniture for the inclusive sum of £30. 

Iam, | Sin, 
Your obedient servant, 
J. SAVILE, Secretary. 
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[Offering Business Premises.] 


September 15, I9— 
DEAR SIRS, 

We notice that you are sufferers by the recent fire, 
and beg to inquire whether you are seeking offices or ware- 
houses. If so, we have pleasure to bring before your notice 
“Brandon House,” No. 64 Brandon Avenue, where we can 
offer you either shops with basements, or offices on various 
floors. 

Our representative will attend at the building each 
day next week between nine and six o’clock, and will be 
ready to furnish you with all information. 

Yours truly, 
SAMSON & HARDY. 


[From Advertisement Manager of New Trade Journal.) 


July 1, 19— 
DEAR SIR, 
I beg to call your attention to the enclosed copy of 
The Engineering Intelligence, which will be a_ high-class 
illustrated monthly journal devoted to engineering interests. 
As it will be conducted on different lines from any other 
engineering journals, manufacturers will find it a good 
medium for introducing their specialities to those interested 
in the industry. The rates for advertisements are given 
below, and all communications respecting such should be 
addressed to 
THE ADVERTISEMENT MANAGER 
“‘ Engineering Intelligence,” 
Mansion-House Buildings, 
King Street, E.C. 


ADVERTISEMENT RATES. 


Special Ordinary - 10% 

Position position. discount 
Whole Page, «+ per insertion, a 600 5 0 Oo for 
Balf Page, tee a eas oon 3 10 oO 2 1c a 
Quarter Page, ... > cas kee 2.0 0 ata, 46 Series. 


Single column 8/- per inch, to be quoted. 
For Sale and Wanted Advertisements—1/- per line, 
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[Requesting Permission to insert Advertisement in Newspaper.) 


GENTLEMEN, 
Re Report of the Austrian Railway Co. 


Observing the announcement of the above in a financial 
paper this morning, I beg to ask whether I may have the 
pleasure of inserting it in the Trade and Market Topics, to be 
placed with our other financial announcements. 


Our charges are—Half Page, £10 
Whole Page, £19 
We go to press with our next issue on Monday, and publish 
with the dailies on Tuesday next. 
By this post I send you a copy of our current issue. 
I am, Gentlemen, ; 
Yours faithfully, 
T. PERRY. 
Advertisement Manager 
To Messrs. Rundle & Brock, Ltd., 
Advertising Agents. 


[Recommending Journal as a channel for Advertisement.) 


Messrs. Price & Peppercome, Ltd. 
GENTLEMEN, 

We beg to draw your attention to our journal (copy 
of which we send you by this post) as a means of advertising 
your goods, and opening up fresh business for you. It finds 
its way into all the useful business channels, and is the 
recognised organ of the trade it represents. 

Our list of advertisers is a good indication of the re- 
presentative character of the book, and the literary pages 
give ample evidence that no pains are spared in making it 
. an indispensable companion to buyers in every branch of 
the trade. We have pleasure in enclosing tariff, and shall 
be pleased to give you particulars of the one or two special 
positions we have to offer. 

We are, dear Sirs, 
Yours truly, 
Benson & Bisuop, Ltp. 
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[From Advertisement Manager to Advertiser.) 


Messrs. Browning Brothers. 
September 11, I9— 
DEAR SIRS, ; 

I beg to enclose a proof of your advertisement, and 
trust you will be pleased with the same. a" 

I have given prominence to the special lines as indicated 
by you, and have carefully followed your copy. 

We must ask you to return the proof per next post, 
if there are any alterations, otherwise the proof will be re- 
garded as correct. 

I am, dear Sirs, 
Yours truly, 
For MILDRED & Sons, LTD., 
JAMES MACKINTOSH. 


[From Printers to Customer.] 


August 3, I9— 
GENTLEMEN, 

We are in receipt of your “‘copy”’ for the Catalogue 
which we are producing for you, and will put the matter into 
the hands of our compositors at once. 

In going through the parcel of blocks you sent, we 
notice there are several missing. You shall have a list of 
these, and we hope you will be able to obtain the blocks 
for us at once. 

Will you please instruct the buyers in your various 
departments who are preparing “‘copy’’ for the Catalogue, 
to make it as clear as possible, so that subsequent alterations 
may be avoided, and charges for author’s corrections be 
prevented. 

We will lose no time in submitting proofs to you. 

We are, Gentlemen, 
Yours faithfully, 
TYRREL & Boston, Ltp. 
To Messrs. Frean & Co., Ltd., 
Borough High Street. 
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(Letter with Advertisement for Publication.] 


Mr. John Falconer, Printer, 
Dublin. Manchester, 
April 5, 19g— 
SIR, 

Enclosed we hand you our advertisement for the 
Official Catalogue, for the entire edition (viz., 40,000), which we 
wish to occupy a quarter of a page. On receipt of a copy and 
the bill of charges, for insertion from yourself or the Secretary 
we will immediately forward you a cheque for the amount. 
We should like to see a proof, if possible, when in type, but 
as we fear time may not permit of this, we beg you to have 
the matter carefully read. 

We are, Sir, 
Yours respectfully, 
BarRRIE & Co. 


[Suggestions for Series of Articles to an Edttor.] - 


L. Watney, Esq., F.S.S. 
Editor of The Searcher. 
High Street, Cobham, 
Surrey. 
October 1, 1I9— 
DEAR SIR, 

I have long been accustomed to regard your paper as 
being able to bring me information of what transpires having 
relation to industrial subjects only otherwise found by diffused 
and almost random reading. But it has constantly struck 
me that some of the information would be greatly increased 
in value if given in the precise manner that is needed by 
the practical man. ' 

This kind of information is greatly needed by men 
whose labours lie in applying science to some subjects which 
seem to make little progress—doubtless because authorities 
are so very rare and scanty that it is difficult to turn to 
them for the minute information which science alone can 
supply, and upon which must be built up all improvement. 

During fifteen years of practical study of frbres, I have 
found this dearth a serious hindrance, having had literally to 
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weed out a thousand loose conclusions given as from author- 
ities of high standing, before finding one sufficiently reliable 
on which safely to base action. 

In one important process on animal fibres, I believe 
‘I have recently succeeded in setting the subject at rest 
finally; or, at least in furnishing a solid corner-stone on 
which the future may build. 

My present labours lie among vegetable fibres suitable 
for textile fabrics. Here, all is at a standstill. Despite 
the muititude of persons interested in articles to which 
fibres are necessary, and notwithstanding the high value of 
the fibres now in use, the subject will doubtless remain at a 
standstill until the manufacturers have new fibrous materials 
exhibited to them, ready prepared in a suitable state for 
producing fabrics possessing some excellencies or beauties 
peculiar to themselves. 

It would help towards progress in this direction if 
those, like myself, who can supply a little information on the 
subject as the result of their personal investigations, would 
send the data to you, and the whole be woven together into 
a series of practical articles by one of your staff. 

While only wishing to occupy the place of a student, 
I should be glad to assist in this work by giving details of 
points that have developed under my own notice, which in 
turn may induce others to throw yet fuller light on the 
subject. 

Yours very respectfully, 
J. SMITH. 


[Promising Help to Promote Success of an Exhibition.} 


The Oriental Commercial Company, Limited, 
Threadneedle Street, London, E.C. 


To P. L. Simmonds, Esq. 
January 12, 19— 
DEAR SIR, 


We have duly received the parcel of printed documents 
respecting the Exhibition with which you favour us. 
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By this day’s mail we have communicated on the 
subject with all our agents in Greece and the Levant. 

On Monday we will send instructions to have advertise- 
ments published in all the local papers, drawing attention to 
the matter, and inviting the contribution of specimens. Im- 
mediately upon any movement being signified to us, we will 
appoint some competent person or persons to superintend 
the collection and despatch of such articles as may be tendered 
to our agents. 

In the like sense we have written to our different 
correspondents abroad, and we trust these measures will 
bring about results satisfactory to the Council and Committee 
of the undertaking, and that we may be of service in pro- 
moting a movement which is proved by all experience, as 
well as believed on principle, to be of the highest utility to 
industry and progress throughout the world. 

Ham, Sir, 
Your obedient servant, 
DEMETRIO PAPPE, 
Manager. 


[Asking for Particulars as to Transmission and 
Care of Goods.] 


P. L. Simmonds, Esq. 

Ti Hamburg, January 21, 19g— 

DEAR SIR, 
We had yesterday the pleasure of receiving the pros- 
pectus of the Trade Exhibition; and seeing that it was 
-despatched on your behalf, we sincerely beg to thank you 
for this token of remembrance. 

\ Our purpose in writing you to-day is to tell you that 
our friend Mr. H. F. C. Rampendahl, the well-known carver 
in ivory, etc., feels inclined to exhibit at Dublin; but remem- 
bering the heavy expense and annoyances of the Exhibition 
in London, he wants first to find some person or respectable 
firm to whom he could safely trust his valuable articles, and 
to whom he would pay acertain fixed percentage, to include 
receiving the goods, putting them up in the Exhibition, 
attending to, and selling them, remitting the proceeds, re- 
packing the articles not sold, and sending them back to 
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Hamburg ; in fact, including all and every charge and expense 
from the moment the goods are landed from the steamer 
until they are reshipped. ~ 

The freight is, however, to be paid by Mr. Ranipendahl, 
and not to be included in the above percentage. You will 
oblige us by stating whether any, or what, arrangements 
were made with the steamers to carry the goods over at a 
reduction of the ordinary freight. 

As you, dear Sir, are probably well acquainted with 
parties undertaking the sort of business referred to, we 
hope you will be able to name for Mr. Rampendahl a suitable 
and reliable person. 

Any other particulars you think of interest to Mr. 
Rampendahl will be received with thanks. 

We remain, dear Sir, 
Yours faithfully, 
W. A. LEPPER & Co. 


[Inquiry about Care of Goods at Exhibition.] 


Bridgwater, July 7, 19— 
P. L. Simmonds, Esq., 


DEAR SIR, 

Having made inquiries some time since as to whether 
my Cask-cleansing Machine would be useful, or likely to be 
adopted in Portugal, and receiving replies in the negative, 
I had given up the idea of exhibiting there. 

Your conversation with Mr. Parkinson, my attendant 
in the Dublin Exhibition, has, however, placed the matter in 
’ anewlight. If you will kindly favour me with any particulars 
of the intended Exhibition, I will again consider the matter, 
and shall feel particularly obliged by replies to the following 
questions :— 

1. The cost of Machine to Oporto, weight about 9 cwt. 
(say half a ton). 

2. Commission that will be charged by the person 
who intends to be at the Exhibition, for taking charge of the 
machine, and seeing that it is kept in clean order and is 
properly shewn at the exhibition. 
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3. Is the person known to you one who will see that 
the duties entered upon will be fully carried out ? 

4. At what time should the machine be delivered in 
London? 

5. Isit tobe consigned to your care or to what ship- 
ping Company? 

6. Is it your opinion that a machine of this character 
ts required in Portugal ? 

You will pardon me asking so many questions, but 
I am desirous not to spend money in this matter, unless 
there is some use for the machines in Portugal. 

I am, Sir, 
Yours faithfully, 
W. RoBINsoN. 


[Reply to Proposals of an Agency Company.] 


P. L. Simmonds, Esq., 
January 24, I9— 
DEAR SIR, _ 

Your note of the 22nd inst., reached me yesterday. 
I have no doubt that, properly managed, a small number of 
Polish producers may avail themselves of the conveniences 
and facilities your Company offers. But I cannot bring this 
matter before the Polish public by inserting the Company’s 
propositions in my official report, or by publishing the same 
separately, without having full explanations on several 
special points: First, will goods require to be put in glass 
cases, or other expensive contrivances, for their proper 
exhibition; if so, at what rates will the exhibitors be 
charged with these expenses? 

Secondly, it would be better to have an exact statement 
of the amount of reduction in the expenses for taking out 
patents; and, concerning infringements of patent rights, 
the producers or exhibitors will ask in what proportion to 
the value or price of their exhibited goods the Company will 
limit its advances, and in what manner will the Company 
be answerable for legal proceedings against infringements of 
patent rights being effectively carried through? 
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Concerning the commission for sales effected by the 
Company’s officers, the rate of charge is not stated in figures. 
Foreign producers do not know what is usual in London in 
this respect. Such knowledge is limited to the exporting 
commercial houses, and as some possible exhibitors are not 
yet exporters, full information is essential. 

I felt it my duty to submit these cursory remarks to you, 
because in relation to foreigners, and particularly to people 
of the central part of Europe, much depends upon the clearness 
and comprehensiveness of each point of your Company’s 
programme. 

Should you care to communicate to me explanations, 
I will be glad to make them known through several of the 
Polish special newspapers and reviews. My address in 
Warsaw is, Scientific Committee of the Ministry of Industry. 

I hope to have the pleasure of meeting you before 
I leave England, at the end of this month. 

: Believe me, truly yours, 
GEORGE KASPARSON, 


[Inviting Tenders for Work.] 


Messrs. Bopys & REID, LtTD., 
442, Shand Street, % 
Rotherhithe, | July 14, 1I9— 
GENTLEMEN, 

We have decided on dividing the work to be done into 
three distinct contracts, viz :— 

1. Putting up large steam boiler with smoke-consuming 
apparatus, erecting two extra open pans, and girding the 
whole with iron, and fitting up drying-room. 

2. Replacing the stoves in shop with steam pipes 
connected with the boiler below, allowing for price of stoves. 

3. Fitting up the boiler upstairs with smoke-consuming 
apparatus; that for both boilers to be guaranteed. 

Please send us, per return, a separate estimate for each 
job, and oblige. 

Yours truly, 
To Messrs. Hunt & Co. Jounson & Co., Lip. 
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[Approval of Machinery and Order for more.] 


September 21, 19— 
GENTLEMEN, 

We have great pleasure in informing you that the 
machinery you made for our grinding department twelve 
months ago is in first-rate condition, and we cannot better 
express our satisfaction than by enclosing a cheque on account 
that you may commence another set exactly like the last, 
our trade having increased to such an extent as to require 
new appliances. 

We have the honour to be, Gentlemen, 

Yours truly, 
P. DEVERUE & Co, 
(Enclosure.) 


[Reply.] 


To Messrs. DEVERUE & Co. 
September 22, 19— 
GENTLEMEN, 

Your favour and the enclosed cheque duly came to 
hand, for which accept our thanks. We are pleased to hear 
that all the machinery is working well, and we shall always 
endeavour to sustain the reputation of our house for work 
turned out. Your esteemed order will be commenced 
to-morrow, and shall be completed and delivered as soon as 
possible. 

We remain, 
Gentlemen, with thanks, 
Yours obediently, 
Hunt & Co. 


[To Engineer, requiring his Attendance.) 


April 27, 19— 
DEAR SIR. 

The machinery you erected for our mills some time back 
is getting daily more out of repair, so much sc that 
yesterday it incurred a delay of two hours. ! 

Your agreement with us, you will remember, requires 
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that you will prevent all mishaps by your attendance as 

inspector. We take this opportunity of reminding you that 

you are under a penalty, which we shall be obliged to enforce 

if you do not immediately interest yourself in the matter. 
Yours obediently, 

To R. Nichol, Esq. A. YouL & Co. 


[Enclosing Claim for Goods supplied, and Request 
for Certificate.) 
F. Wright, Esq., 
Consulting Engineer. 
May II, 19— 
DEAR SIR, 

We enclose claim for work executed for Whitney’s 
contract up to 15th inst., amounting to £1,000, and shall 
be glad if you will issue certificate in respect thereof at your 
earliest convenience. 

Yours faithfully, 
For The Electric Contract Association, Ltd., 
W. KinGsLEY, Manager. 


Claim. 
Corporation of Whitney. 
Contract with Electric Contract Association. 


Claim for certificate by contractors for work executed and 
material delivered to 11th May :— 


Section B—Engines £I,900 0 Oo 
Alternators I,600 0 0 
Accumulators 300 0 O 


£3800 0 Oo 
Section C—Main Switchboards {350 0 o 
Testing Instruments 80 0 0 
430 0 O 
Section F—Sub-station 
Switchboards £100 0 Oo 
5 20-K.W. Transformers 250 0 oO 


350 0 0 
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Section G—1o Arc Lamps £65 0 o 
10 Lamp Posts 150 0 0 

—————_ 215 0 Oo 

Extras 200 0 O 

: £4,995 0 0 

20 per cent. reduction 999 0 O 

. £3,996 0 0 

Less previously certified 2,996 O O 

Amount now claimed £1,000 0 oO 


(Reply, enclosing Certificate, as requested.] 


To The Electric Contract Association, Ltd., 
Birmingham. 
Whitney’s Contract. 
May 15, 19— 
DEAR SIRS, 

I beg to hand you herewith certificate in your favow 
for £1,000 in respect of work carried out to May 15th, per 
the statement attached. Kindly forward this for payment 
to the Clerk to the Corporation. I enclose duplicate copy 


for your office use. 
Yours faithfully, 
(Certificate enclosed.) F. WRiGH7. 


[Reply to further Request.) 


The Electric Contract Association, Ltd., 

Birmingham. 

Whitney’s Contract. 
June 2x, 19— 
DEAR SIRS, 
I have had under consideration your claim for work 

executed and materials delivered to date, but in view of the 
fact that the dynamo representing the amount of {£500 has 
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been returned to your works, I purpose leaving over a further 
certificate in your favour until you have been able to re-deliver 
same. 
Yours faithfully, 
F. WRIGHT. 


(Enclosing Certificate to Corporation and requesting Payment.] 


The Clerk, 
Whitney’s Corporation, 


Electric Lighting Contract. 


May 18, 19— 
DEAR SIRS, 

We enclose Mr. Wright’s certificate for £1,000 in respect 
of material delivered, ana work executed under our contract 
to 11th May, and we shall be glad if you will put same for- 
ward for payment at the next meeting of your finance 
committee. 

Yours faithfully, 
For THE ELECTRIC CONTRACT ASSOCIATION, LTD, 
W. KincGsLey, Manager. 


[Remitting Share of Payment to Sub-Contractors.] 


Messrs. Jones & Co., Ltd., 
London. 
une 9, I9o— 
DEAR SIRS, : he 
With reference to your letter of the Ist inst., we beg to 
enclose cheques for £1,000 on account of Smithers’ contract, 
and £500 on account of Whitney’s contract, which represents 
your proportion of the amounts we have ourselves received in 
respect of these contracts. A further certificate has been 
granted by the engineer on account of Whitney’s contract, 
and we will remit your proportion as soon as we receive 
payment thereof. 
Yours faithfully, 
For THE ELECTRIC CONTRACT ASSOCIATION. LTp. 
W. KincsLey, Manager. 
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[Requesting Specifications of Work to be done, and enclosing 
Deposit.] 


The Town Clerk, Whitney. 
Lighting Scheme. 
October 1, I9— 
DEAR SIR, 

Referring to your advertisement in this week’s paper, 
we shall be glad if you will forward us specifications, forms 
_ of tender, etc., for sections C D and E in connection with 
the above scheme. We enclose cheque for £5 5s. as deposit, 
which we note will be returned on receipt of a bond fide tender. 

Yours faithfully, 
JONES & Co. 


[Returning Contract.) 


The Town Clerk, Whitney. 
Lighting Contract, No. 4. 


November 6, 19— 

DEAR SIR, 

As requested in your letter of 5th inst., we return herewith 
our contract for the above duly executed, together with copy 
of the General Conditions and Specifications, and four draw- 
ings signed by the subscriber. Please acknowledge receipt, 
and forward our copy of the contract. 

Yours faithfully, 
Jones & Co., LTp. 


[Recommending Special Wines to Customer.] 


July 11, 19— 
DEAR SIR, 

We beg to bring before your notice the enclosed list of 
wines of the 19— vintage, which is exceptionally sought after. 
The prices mentioned in the enclosed circular will hold during 
the time of bottling only, which will end in November, and 
we strongly recommend you to lay ina supply. These wines 


K 
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should be ready for consumption in about eight years, and 
will not be shipped until next September, but we have only 
a small quantity to offer. 
We will inturm you when the wines are on show. 
We are, Sir, 
Your obedient Servants, 
BIDLAKE & SONS. 

Thos. Neville, Esq. 


[Noting Change of Proprietorship, and begging Continuation 
of Support.] 


September 25, Ig— 
DEAR SIR, : 

Having purchased the business of Mr. Edward J. Powle 
who has hitherto had the favour of your custom and support 
I beg to solicit a continuation of your patronage, and shall 
esteem it a favour if you will give me a call, and look over the 
samples of my newest designs. 

I remain, Sir, 
Yours obediently, 
J. P. SMITH. 

Walter Green, Esq. 


[Forwarding Samples for Lecture.} 


P. L. Simmonds, Esq. 
anuary 31, I 
My DEar Sir, : se nlielinton 
In accordance with the wish expressed in your note 
of yesterday, we shall send by messenger to-morrow to John 
Street, Adelphi, addressed to you, a box containing the 
specimens that you name, to illustrate the lecture on sugar- 
refining, &c., and we trust these will be found suitable. 
They will consist of the below named. 
Yours truly, 
L. Cowan & Sons, - 
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No. 1—Bones. 

z.—Carbonised bones ; viz., bones burnt in air-tight retorts. 

3.—Ditto ground into grain, known as “‘ Animal Char- 
coal,” through which the liquid, or diluted sugar, 
passes to become decolourised. 

4.—Sugar as imported. 

5.—Ditto diluted and made ready to be passed through 
the charcoal. 

6.—The diluted sugar after having passed through the 
charcoal. 

7.—Ditto after having been boiled in a vacuum-pan and 
dried in a centrifugal machine, known as “ refined 
sugar.” 


[Offering Estimate for Salvage.]} 


November 1, 19— 
DEAR SIRS, 

I shall be glad if before disposing of your salvage you 
will give me an opportunity to submit an estimate for the 
purchase of the stock, as I feel sure my terms will compare 
favourably with any others you may obtain. 

Awaiting the favour of your commands. 

I am, 
Yours faithfully, 
JosEPH LouIS. 


Messrs. Fish & M’Arthur, Ltd. 


[From Architect enclosing List of Tenders.} 


Herbert Granger, Esq. 
Technical Schools and Institute. 


July 27, 19— 
DEAR SIR, 

Herewith I send you a list of the tenders for the above. 
The amount of the lowest is £16,600, and is given by a 
Mr. Henry Taylor. 

This is somewhat over my rough estimate, 112z., £15,800 ; 
but considering the high and uncertain prices prevailing in 
the building trade, I regard it as satisfactory. 
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I also enclose a list of possible reductions in the amount 
of the tender, in case you should think them worth consider- 
ing. I cannot state definitely what saving these would make, 
without going into the matter with the builder and his priced 
bills, but I do not anticipate that they would reduce the 
amount by anything like £800. 

My estimate did not allow for quite so much work in 
the top floor, nor for the water-heater, nor did I contemplate 
so full a system of electric light. 

Will you please lay the matter before your committee, 
and let me have your instructions ? 

I will meet the builder, and go into the details with him, 
if you consider the reductions advisable. 

Yours faithfully, 
REGINALD CRABBE. 


List of Tenders. 

Mr. Wm. Jackson, b ... £18,400 
Messrs. Simpson & Daly, oo Fae 

0 Edgar & Co., 12. ... 16,970 

5 Thomas Bros., ... "26,800 

Mr. B. Jonas, e . "6 Fee 

» Henry Taylor, fe AS S606 

[Reply.] 
Reginald Crabbe, Esq., 
15 Fitzhugh Street, W. July 31, 19— 
DEAR SIR, 


Re Technical Schools and Institute. 

At a meeting of the Committee of the above, held last 
evening, 1t was agreed to accept the tender of Mr. Henry 
Taylor. 

With regard to the possible reductions, the Committee 
would like to know whether you would recommend the 
omission of the Clerk of the Works, and what you would 
suggest should be done in lieu thereof; and before deciding 
upon what omissions should be made, they would like you 
to obtain from the builder the cost of each item mentioned 
in yours of the 27th inst. 
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A further omission which they think could be made with 
advantage would be the Baths and Bath-rooms in the base- 
ment. They have come to this conclusion owing to the fact 
that the Vestry are erecting in the immediate neighbourhood 
Public Baths, which can be utilised for their purposes. 

I remain, 
Yours truly, 
HERBERT GRANGER, 
Secretary. 


(From Builder regarding his Estimate.] 


August 3, I9— 
DEAR SIR, 
Technical Schools and Institute. 


Since last writing to you regarding my tender for the 
above, I have received notices from firms from whom I had 
obtained special quotations for working and materials required 
for the job, stating that unless their quotations were accepted 
speedily, they could not be bound by them, owing to the 
upward tendency of the markets. 

This rather alters my position. If I knew definitely 
that the work would proceed, I might close with these firms, 
at the same time informing them that I could not at present 
give final instructions. If you think it better not to do so, 
the matter must take its chance. 

Yours truly, 
- HENRY TAYLOR, 


[Requesting Specification for Renovating Building.] 


Mr. G. A. Double. 
February 9, 1I9— 
DEAR SIR, 

Please meet me at New Hall on the 11th inst, at ro 
o'clock to go over the building with a view to making out a 
specification of work to be done in cleaning and renovating 
the Hall and Schools. 

Yours truly, 
PERCY BRIGHT. 
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[Enclosing the above-mentioned Spectfication.] 


February 16, 19— 
DEAR SIR, 

I have much pleasure in enclosing specification of the 
proposed work at New Hall and Schools. 

I estimate the cost of the work as specified for the Hall 
to be £48 (Forty-eight pounds), and for the Schools £46 
(Forty-six pounds). 

If the match-lining above dado be varnished in addition, 
the extra cost will be {12. 

There are several broken lengths of Guttering and Rain 
Water Pipe outside the Schools for which my estimate allows, 

I shall be much obliged for the order, and the work 
shall receive the utmost attention and care. I only employ 
skilled workmen, and use the best materials. 

Yours truly, 
CHARLES GROOM. 


[Specification of Work proposed to be done at —— Hall and 
Schools. } 


Hall. Scrape dado to entrance lobby, paint four coats best 
oil colour, first coat to be red lead. Run black bead 
and quirk as now painted. 

Paint all external iron work, vsz. :—Gutters, inside 
and out, rain water pipes, railings, gates, lamps, 
scrapers, gratings and ventilators to windows. 
Burn off, rub down, prepare and paint all external 
doors outside four coats, grain oak, and varnish. 
The ornamental strap hinges paint black and 
varnish. 

Paint in two oils the iron joists carrying stone lintels. 


Kitchen. Wash off, stop and whiten ceiling, wash off, stop 
and distemper walls to tint, sweep one flue. 


Schools. Prepare, stop, and paint three skylights on roof 
outside, prepare and paint all external iron rain 
water pipes and gutters, three coats best oil colour 
(gutters to be painted inside and out). 
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Provide and fix one new length of 3-inch iron rain 

water pipe, one new length of half round iron 

gutter, and three new lengths 5-inch O.G. iron 

gutter. 

Burn off, prepare and paint four coats oil colour the 

Front Door. 

Remove red baize both ends and red silk at side 

of windows. 

Wash off and clean down the varnished boarding on 

underside of roof. 

Paint iron principals to roof and gas pendants, 

two oils. 

Rub down, prepare, stop and paint two oils cream, 

the matchboarding to walls now painted. 

Paint doors in two tints. 

Thoroughly wash varnished wood dado. 

Cover-up top of organ pipes. 

Remove pegs from match-lining and stop screw 

holes. 

Thoroughly wash varnished woodwork in front 

lobby. 

CHARLES GROOM. 

February 16, 19— 


[Enclosing Specification to obtain Estimate.) 


Mr. Joseph Fish. 
DEAR SIR, 

I enclose specification of work required to be done at 
New Hall, and I shall be glad to receive an estimate from you, 
if you are willing to tender. 

Yours truly, 
PERCY BRIGHT. 
[Reply.]} 

Percy Bright, Esq. 


DEAR SIR, 
Re —— Hall and Schools. 
I estimate proposed work to above, as per your 
specification, at £40 for the Hall, and £35 for the Schools. 
Yours faithfully, 
JOsEPH FIsuH. 
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[Acknowledging Acceptance of Tender.] 
Percy Bright, Esq. 


DEAR SIR, 

In compliance with your favour of the 2oth inst., 
intimating your acceptance of my tender, I beg toacknow ledge 
the order with best thanks. 

I am, Sir, 
‘Yours obediently, 
JOSEPH FisH. 


[Enclosing Sketches of Steamer.) 


Thomas Fairfax, Esq. 
April 5, 19— 
DEAR SIR, 


I duly received your letter of the 30th ult., and in 
accordance with your request I have pleasure in handing you 
herewith copies of the sketches of the midship section and 
profile of the ss. ‘‘ Orion,” together with note of charges for 
the document, for which I request remittance at your 
convenience. 

I remain, dear Sir, 
Yours faithfully, 
FREDERICK SMITHERS, 


[General Form of Acknowledgment of Receipt of a Letter.) 


DEAR SIR, 
I have pleasure i in acknowledging receipt of your letter 
of the 6th inst., which shall receive attention. 
I am, 
2 Yours faithfully, 
THOMAS SMITH. 


= 
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TRADE CIRCULARS AND NOTICES, Etc. 


[Notifying New Connections.] 


Paris, 13, Rue de la Michodiére, 
May 21, 19-- 
DEAR SIR, 
I take the liberty of informing you that I have returned 
to Paris, and beg to send you my present address, as above. 
Permit me to add that I have extended my connections 
abroad, and that I have well-established agencies for patent 
and general business in Brussels, the Hague, Vienna, Berlin, 
Munich, Turin, Washington, New York, Singapore, Hong- 
Kong, etc. 
Yours faithfully, 
G. W. Tapp. 


[Announcing formation of a Limited Company.]} 


James Morton & Company (Limited). 
Patent Fencing, Galvanizing and Corrugated Iron Works. 


Manchester, 
July 1, 19— 
GENTLEMEN, 

On behalf of the Directors of ‘‘ James Morton & Company 
Limited,” I beg leave to advise you, that from the above 
date, vtz., the 1st July, 19—, the business hitherto carried 
on in the name of James Morton & Co. will be continued under 
the style of “‘ James Morton & Company, Limited,’’ the 
family of the late James Morton, Esq., taking a large interest 
in the new concern, and Mr. Henry Morton, his son, being 
one of the directors. 

Among several friends who have also taken a large 
interest therein, I have the pleasure to name Peter Ransom, 
Esq., of Boundary House, Warrington, a member of the well- 
known firm of ‘‘ Ransom Brothers,”’ wire-drawers, Warrington, 
and he has become one of the Directors of the Company. 

The Directors have concluded arrangements to continue 
the business under the Resident Management and Staff of 
the late firm. 
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Having now entered into the full occupation of their 
extensive new works in Naylor Street, Manchester, the 
Directors are prepared to execute all orders entrusted to 
them with the utmost despatch, and on specially advantageous 
terms. 

While thanking you, as one of the numerous friends of 
the late firm, for your valued support, I beg leave to ask for 
a continuance of your confidence in the new Company, and 
to assure you that all future orders and contracts will be 
executed with the same care and promptitude as heretofore. 

I am, Gentlemen, 
Yours faithfully, 
W. LLEWELLEN BOnD, 
General Manager. 


[The same.] 
20, Strong Street, 
Chester. 
GENTLEMEN, March 26, 19— 


We are now a Private Limited Company, and we shal! 
be glad if you will in future make out your remittances to us 
to Hancliffe, Edwards & Co., Limited. 

$ We are, Gentlemen, 
Yours respectfully, 
HANCLIFFE, EDWARDs & Co., LTD. 


[Retirement of a Pariner.} 
Yokohama, March 18, r9— 


Notice is hereby given that Mr. W. P. Lyons retires this 
day by mutual consent, from the firm of H. Baldwin & Co. 
H. BALpwin & Co. 
H. A. Ballard. 
W. P. Lyons. 
H. J. Adair. 
Yokohama, 
March 18, 19— 
With reference to the above, the firm of H. Baldwin & 
Co. will be continued as heretofore by the undersigned who 
will settle all debts of the firm. 
H. A. BALLARD. 
H. J. ADAIR, 


TRADE CIRCULARS AND NOTICES, ETC. 139 


[Dissolution of Partnership.] 


Notice. 


The partnership hitherto existing between Dominique 
Rémi de Montigny and Edouard Schmidt, under the style 
of Rémi, Schmidt & Co, and carrying on the business of 
General Merchants at Shanghai, Yokohama, Bangkok, and 
London, has been this day dissolved by mutual consent. 

REMI DE MONTIGNI. 
Shanghai, March 1, 19— E. SCHMIDT. 


In consequence of the dissolution of partnership an- 
nounced above, the undersigned gives notice that he has 
taken over the interest and responsibility of the late firm of 
Rémi, Schmidt & Co., in Shanghai, Bangkok, and London. 

M. Edouard Bonneville is authorised to sign his name 
per procuration. 


Shanghai, March 1, 19— REMI DE MONTIGNY. 


With reference to the above, the undersigned gives 
notice that the business hitherto carried on at Yokohama by 
the late firm of Rémi, Schmidt & Co., will in future be con- 
ducted by him, and that the interest and responsibility of 
M. Rémi de Montigny in the same has ceased from this day. 

Mr. Adrian Devegn is authorised to sign his name per 
procuration. 


Shanghai, March 1, 19— E. SCHMIDT, 
[Admission of a New Partner.) 
Penang, 
DEAR SIR, March 1, 19— 


We beg to inform you that Mr. Fred. H. Friederichs 
has been admitted a partner in our firm, and respectfully 
request your attention to his signature at foot. 

We remain, dear Sir, 
\ Your obedient servants, 
FRIEDERICHS & Co, 
Mr. Fred. H. Friederichs will sign Friederichs & Co. 
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[Transferring Business.) 


April 5, 19— 
DEAR SIR, 
Having disposed of my business to Mr. Stanley Cross, 
I have the pleasure to recommend him to you as a thorough 
practical man, with a good city experience. I shall be obliged 
if you will continue your support to him, feeling sure that he 
will carry out to your satisfaction all orders entrusted to him. 
Yours obediently, 
J. THOMSON. 


[Formation of New Partnership.) 


Mincing Lane, 
London. 
March 5, I9— 
DEAR SIR, 

The object of this letter is to inform you that owing 
to the recent important additions to my business in several 
directions, and to the fact that I am about to make a trip to 
America, China, and Japan, with a view to further extending 
my operations, I have this day entered into partnership with 
Mr. James Hunter, of the above address, whose business as 
Buying Agent for several Colonial houses will henceforth 
be amalgamated with mine. 

Requesting your kind attention to the accompanying 
notices, and trusting that the pleasant business relations 
which have hitherto existed between us will be continued with 
my new firm. 

I am, dear Sir, 
Yours truly, ~ 
WALTER MARSHALL, 


Mincing Lane, 
London, E.C. 
March 5, 19— 
DEAR SIR, 
I now beg to advise you that I have this day entered 
into partnership with Mr. Walter Marshall, of the above 
address, whose business as Buying Agent for several Colonial 


TRADE CIRCULARS AND NOTICES, ETC. 141 


and Foreign houses will henceforth be amalgamated with 
mine. 

Inviting your kind attention to the accompanying 
notices, and trusting that this alteration will conduce to a 
larger business between us. 

I am, dear Sir, 
Yours truly, 
JAMES HUNTER. 
Mincing Lane, 
London, E.C. 
March 5, 19— 
DEAR SIR, 

We beg to inform you that we have this day entered 
into partnership, and that in future our firm will be known as 
Marshall & Hunter, and our business conducted as heretofore 
from the above address. 

We append copies of our signatures, and also that of 
Mr. Frank Oakland, who will hold our procuration. 

Yours truly, 
WALTER MARSHALL, 
JAMES HUNTER. 
Mr. Marshall will sign Marshall & Hunter. 
Mr. Hunter will sign Marshall & Hunter. 


Mr. Frank Oakland will sign per pro. Marshall & Hunter. 
Frank Oakland, 


[Change of Address.] 


Woodland Mills, 
Leeds. 
May 3, I9— 
DEAR SIR, 
We beg to inform you that we have decided to dis- 
continue our Bread Street Warehouse, and respectfully ask 
you to address all communications, on and after this date, to 


Woodland Mills, 
Hadley Hill, 
Leeds. 


Yours respectfully, 
Wm. CRABBE & Sons, Lrp. 
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BUSINESS FORMS 
[Cheque to Order.} 


No. B 19, 173. London, November 19, 19¢— 


To the Economic Bank, Limited, 
34, Old Broad Street. 


Pay to Mr. G. Merritt or Order Two pounds 
Four shillings and Eight pence. ad. 


£2 4s. 8d. L. ROYLE. —— 


This cheque must be endorsed by the party to whom it 
is made payable. 


(Cheque to Bearer.] 
No. B 19,184. London, November 19, I9¢— 


To the Economic Bank, Limited, 
34, Old Broad Street. 


Pay to Mr. Frank Fox or Bearer Five pounds 


Eighteen shillings. 2d. 
Stamp 
£5 18s. L. Roy te. 


[Crossed Cheque.] 
(S| London, Nov. 19, 19— 


To the Economic ss) Bank, Limited, 


34, Old Broad Street. 
Pay to Mr. G. B. Shaw or Order the 
sum of Fifty-five pounds and ten shillings. 


£55 10s. MauGHAM & BoucuieER, 
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NoTe.—The cross lines with the phrase “ & Co.” 
means that the money must not be paid in cash but credited 
to a banking account. 


(Special ‘‘ crossings ’’ for cheques. These are written 
across the cheque as “ & Co.” in above examples.] 


Payment can only ‘be made 
through the bank named. 


Lloyds Bank, Ltd. 
Upminster 


This prevents cheque being passed 
about as a negotiable instrument. 
It must be presented through the 
bank named. 


Barclays Bank, Ltd. 
Not negotiable 


2 
Sos 
—s 
= This prevents negotiability and is a 
ge § form used when the payee’s bank 
as is not known. 
Xs 
2 
SN 
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(Inland Bill of Exchange, a Simple Form.) 


£23 10s. 
Salisbury, March 12, 19— 


_Bill Two months after 
Stamp |order the * sum 
3d. Up | Pounds and Ten 
to £25 | received. 


& date pay to our 
;:< of Twenty - Three 
= Shillings, for value 


RENDELL & COBB, 


Southampton 


Accepted payable at 
OpyER & W 


Barclays Bank, Upper Bar, 


Ltd. 
To Messrs. Odyer & Wyatt, THoMAS — 
Bolt Avenue, trector. 
Southampton. 
(Due date, 15th May, 19—). 
Endorsed on back, 
RENDELL & Coss, LTD., 
HENRY RENDELL, 
Managing Director. 
[Acceptance or, Inland Bill of Exchange.] 
Bill of Exchange, Inland. 
Manchester. 
£720. December 18, I9— 
e4 
See 
Bill Three months after 3 8$ ¢ date please pay this 
S : Bill of Exchange to $ 3 9 Messrs. Harrison & 
tamp |Co., or Order, the ~ LS sum of Seven hun- 
Ts. Pel | dred and Twenty 4 “< % pounds sterling, for 
£100 | value received. SX s 
— ‘ Ss S = Benson & Co, 
To Messrs. Martin & Sons, Sy & 
London. el 


Endorsed—Pay to the order of Mr. Robert Green for 
value received. 
Hull, 28th Dec., 1Ig— HARRISON & Co. 
ROBERT GREEN, 
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Note.—For date when acceptance or Bill of Exchange 
becomes due, add three days’ grace to expiry of time stated— 
thus, 3 months from 18th December becomes due 21st March. 

Thus, 2 months from 12th March becomes due 15th May. 


[Foreign Bill of Exchange.) 


Malta. 

March 3, 19—. For £75. 
— On Demand of Se y this sole of Ex- 
Bill change (others of 3 a = A the same tenor and 
Stamp | date unpaid), Pay }.¥% S to the Order of 
1s. per | Messrs. James Beil 423 & & Company, the 
{100 | sumof Seventy-five w.S S 7 Pounds sterling, 
value received, $ 8 § E which place with or 
- without further ad- 38 N 7. vice to the account 
of aS SD WALTER STRICKLAND 


To P. L. Simmonds, Esq., 
6, Winchester Street, London, S.W. 
Endorsed— 
Pay Messrs. John Ranking & Co.—James Bell & Co. 


[Promissory Note.] 


£35. London. 
Is. per Do a 
{100 Two months after date, I promise to pay to 


Mr. William Long, or his order, the sum of 
Thirty-five pounds, for value received. 
WILLIAM ToMEs, 
Payable at Messrs. Brown & Short, Pall Mall. 
Endorsement— William Long. 


[Another Form.] 
| {500 | London. 
November 20, I9— 


On demand, I promise to pay Frederick Nash 
five hundred pounds. 


Is. per 
£100 


HENRY SINCLAIR. 


eee y 
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[Form of I.0.U.} 
To Mr. Joseph Peake. 


I.0.U. one hundred and twenty pounds. 
£120. HERBERT MERRICK. 


Note 1.—(No stampis required to make this document 
legal, provided nothing is added which could be construed 
into a promise, in which case it would have to bear a stamp 
as a promissory note.) 

NoTE 2.—(It is held that an I.0.U. should not be dated, 
as a date upon the document is only evidence that money 
was due at that time.) 


[Receipt for Money.} 
London. 
August 4, Ig— 
Received from Mr. Eaton five pounds seven shillings 
and eightpence, amount of account delivered. 
£5 Zs. 8d. CHARLES Fox. 


2d. 
Stamp 


NoTE.—Receipts for sums under 40 shillings, require no 


stamp. 
[Recespt tn Full of all Demands.) 


Canterbury. 
April, 19— 
Received of T. Fish, Esq., the sum of ninety pounds 
six shillings and eight pence, being receipt in full of all demands 
te the present time. 
{90 6s. 8d. Jones LLoyp & Co. 


2d. 
Stamp 
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[Recetpt for Rent.] 


London. 
October 7, I9— 


Received of Mr. William Jackson, ten pounds, for one 
quarter’s rent of the house, No. 6, White Street, Bermondsey, 
due Michaelmas day last. 


£I0 os. od. JoHN HARTLEY. 
2d. 
Stamp 


[Parcel Form.] 
John Born & Co., Limited, 


Export Department. 
High Street 


Liverpool. 
. sevsneen TQ— 
Mess roe ee ea a 
Please receive on account of 
I eis so cet pices a 
Ole ee et ee Ae 
Syn cie aad parcel 
Value... 
Order Nowe-.--1.------—- 


Mark or address, 
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[Certificate for Reclaiming Income Tax.] 


(The Upper Half of this Sheet is to be detached from the 
Warrant, and retained for the information of the Proprietor.) 


The London Brush and Toilet Company, Limited. 


No. 01224 Proprietor Roger Askam Esq. 


Amount of Interest 
Statement of Interest. 


| a d, 
For the Half-Year Ending 30th June, 1g— 
On £700 Debenture Stock, @ 
4 percent. perannum} I4 oO fe) 
Less Income Tax @ 4/- 
in the £ = oles. th e) 
3 4 fe) 
Modley House, 
Broadway, Westminster, S.W. 
June 30, I9g— 


I hereby certify that I have deducted from this Interest 
the amount of Income Tax stated above, and that the sum 
so deducted will be paid by me to the proper officer for the 
receipt of Taxes. 

W. E. Jones, Secretary. 


Note 1.—The Proprietor, if exempt, can reclaim the Income 
Tax, on sending this Certificate to the Surveyor of Taxes. : 


NOTE 2.—Any change of Address to be specially notified 
to the Secretary by Separate Letter. 
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INCOME TAX. 


FOREIGN AND COLONIAL SECURITIES. 
[Certificate for Repayment.] 


(To be used by Bankers and other persons deducting Tax 
and paying the same over to the Revenue). 
1 Here insert WE HEREBY CERTIFY that 


the Name of 
the Party who on paying to #Mr. John Burnett, of 14, Bridge 


the’ Ceupons, Lane, Chester, Coupons or Dividends of *South 
ea Austrian Railway Obligations, as specified at the 


the swiurett back hereof, which became due *1st July, 1898, 
the Security. we deducted Income Tax as follows; and we 
ghee the t further certify that the Tax so deducted has 
fe Se be been, or will be, paid over by us to the Revenue. 


payable. £26 o o Amount of Coupons or Dividends. 
5 4 0 Tax deducted. 


20 16 o When paid 3rd July, 19— 


Signature of the Per- 
son who paid the AL Bee Co., 
ainda A og Per James Bridge 


en 
Residence, London. 
Date, July 3, 19— 


SCHEDULE OF COUPONS OR DIVIDENDS. 


The Numbers of Coupons or Warrants to be entered Aggregate Amount of 
in consecutive order. Coupons or Dividends. 


506964 to 507063 
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TO BE SIGNED BY CLAIMANT. 


I hereby declare that the Coupons or Dividends above- 
mentioned relate to Stocks which are my own property, and 
that the Bonds from which the Coupons were taken are in 
the possession of myself. 
Signature, James Burnett. 

Date, July 12, I9—. 
N.B.—The Ronds in support of any Claim to be produced 
when required, 


MODES OF ADDRESSING TITLED PERSONS 


ROYAL FAMILY 


[The King.] 


Commence :—To the King’s Most Excellent Majesty. 
Sir. 
In body of letter, address as :—Your Majesty. 
Conclude :—I have the honour to remain, 
With the profoundest veneration, Sir, 
Your Majesty’s most faithful Subject, 
and dutiful Servant. 


Envelope :—The King’s Most Excellent Majesty. 
[The Queen.] 


Commence :—To the Queen’s Most Excellent Majesty. 
Madam. 


In body of letter, address as :—Your Majesty. 


Conclude :—I have the honour to remain, 
With the profoundest veneration, Madam, 
Your Majesty’s most dutiful and 
faithful servant. 
Envelope :—The Queen’s Most Excellent Majesty. 


[The Prince of Wales.) 


Commence :—To His Royal Highness, 

The Prince of Wales. 

Sir, 
In body of letter :—Your Royal Highness. 
Conclude :—I remain, 
; With the greatest respect, Sir, 
Your Highness’s most dutiful and most 
devoted Servant. 
Envelope :—His Royal Highness, 
The Prince of Wales. 


I5I 
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[Princes of Blood Royal.) 


(i.e., Sons, Brothers, and Uncles of Sovereign.) 
Commence :—To His Royal Highness, 
The Duke of (or Prince) ——, 
Sir, 
In body of letter :—Your Royal Highness. 
Conclude :—I remain, with the greatest respect, Sir, 
Your Royal Highness’s most dutiful servant. 


Envelope :—His Royal Highness, 
The Duke of (or Prince) ——, 


[The Princess Royal.]} 


Commence :—To Her Royal Highness, 
The Princess Royal. 
Madam, 
In body of letter :—Your Royal Highness. 
Conclude :—I remain, with the greatest respect, Madam, 
Your Royal Highness’s most faithful and 
dutiful Servant. 
Envelope :—Her Royal Highness, 
The Princess Royal. 


[Princes of the Blood.} 


[Nephews and Cousins of the Sovereign.] 
Commence :—To His Highness, 
The Prince (George) of ‘ 
Sir, 

In body of letter :—Your Highness. 
Concluwe :—I remain, with great respect, Sir, 

Your Highness’s most humble servant, 
Envelope :—His Highness, 

The Prince 


of ——, 
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NOBILITY AND GENTRY 


[Dukes.] 
To His Grace, 
The Duke of and ——, K.G.., etc., etc., etc. 
My Lord Duke, 
We are requested by the Consul- 
General of the Republic of to hand to your Grace the 
enclosed papers referring to the deeds lodged by us on your 
Grace’s behalf, and he desires us to state that the greater 
part of the bonds have already been lodged with him. 
We have the honour to be, My Lord Duke, 
Your Grace’s obedient Servants, 
Jno. WiLson & Co. 


Envelope :—His Grace, 
The Duke of 
Lc. 


and ——, K.G., etc., etc., 


[Marquesses.]} 


(Eldest Sons of Dukes bear the title Marquess by courtesy ; 
but are generally distinguished by their father’s second 
title, whether Marquess or Earl). 


To the Most Honourable 
The Marquess of ——, K.G., etc., etc., etc. 
My Lord (or my Lord Marquess), 

I have the honour to transmit to 
your Lordship herewith, a copy of a note in which I have 
asked the Government to repay the moiety of the sum 
which has been issued by Her Majesty’s Government in 
consequence of the failure of the Porte to provide completely 
for the interest due on the Guaranteed Loan. 

I have the honour to be, 
My Lord Marquess, 
Your Lordship’s most humble servant, 


Envelope :—The Most Honourable 
The Marquess of ——, K.G., etc., etc., etc. 
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[Earls.] 
To the Right Honourable 
The Earl , etc., etc., etc. 
My Lord, 


The bearer of this letter is the son of my 
late colleague and friend, Sir Richard Wilson, who was well- 
known to your Lordship when in India. 

I have ventured to commend him to your Lordship’s 
notice, as he is desirous of obtaining a post in England; and 
feeling assured that your Lordship will use your generous 
influence to obtain for him such employment as will give him 
an insight into political circles. 

I have the honour to be, My Lord, 
Your Lordship’s most obedient servant, 


Envelope :—The Right Honourable 
The Earl ——, etc., etc., etc. 


[Viscounts.] 


Same as Earls, but substituting “‘ Lord Viscount’’ for 
“* Earl,” 


[Barons.] 
Same as Earls, but substituting ‘‘ Lord”’ for “‘ Earl.’ 


[Baronets.] 


To Sir Peter Mansworth, Bart. 
Sir (or familiarly, Dear Sir Peter), 

Having heard of the impending retirement 
of Mr. Henry Thomas, I beg to offer my services to you as 
secretary in his place. 

I have had long experience as Private Secretary to 
Mr. James Brotherton, who is now leaving for India, and will 
therefore no longer require anyone in the capacity of secretary. 
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He will, however, give you a satisfactory report of my con- 
nection with him, and I can also furnish you with other 
reliable credentials should you consider my application. 
I have the honour to be, Sir, 
Your most obedient servant, 


Envelope :—Sir Peter Mansworth, Baronet. 
(The wife of a Baronet is addressed—Lady——.) 


[Knights.]} 


To Sir Neville Fordyngham. 

Str, (or familiarly, Dear Sir Neville)—I have the 
honour to address you on a matter which will, I believe, 
rouse your generous interest. 

A young friend, connected with a family of small 
means, has evinced a decided faculty for music. He has 
already received some encouragement, but is anxious to 
extend his education under the best masters, although lack 
of means has so far prevented him. I therefore venture to 
appeal to you to join me in contributing to a fund to enable 
him to pursue his design of studying in Italy. 

I have the honour to be, Sir, 
Yours obediently, 


Envelope :—Sir Neville Fordyngham. 
(The wife of a Knight is addressed —Lady——.) 


[Honourables.] 


(Younger sons of Earls and all sons of Viscounts and Barons.) 


Commence :—To the Honourable J— F——. 
Sir; 
Conclude :—I am, Sir, 
Yours obediently, 


Envelope :—The Hon. 
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CLERGY 
[Archbishops.] 


NoTEe.—In concluding letters to clergy and members 
of the learned protessions, it is not now strictly necessary 
to write ‘‘ Your obedient servant’’. This old form is gradually 
giving place to “‘ Yours faithfully.” 


To The Most Reverend 
His Grace 
The Archbishop of 
My Lorp ARCHBISHOP,—Being about to publish a 

work entitled “ ,’ I venture to request your Grace’s 
permission to inscribe it to yourself. The interest evinced 
by your Grace in the subject of the book leads me to hope 
that your Grace will be willing to accept this slight tribute 
of respect. 

I have the honour to be, my Lord Archbishop, 

With the greatest respect, 
Your Grace’s most obedient Servant, 


Envelope :—His Grace 
The Lord Archbishop of ——. 


[Bishops.]} 
The Right Reverend 
The Lord Bishop of ——. 

My Lorp BisHoPp.—In taking the liberty of bringing 
my name to your Lordship’s notice, I beg to say that 
I shall be glad if your Lordship will allow me the opportunity 
of tendering for the work of alterations and repairs that your 
Lordship is considering in connection with your Lordship’s 
Palace. 

I have the honour to be, 
My Lord Bishop, 
Your Lordship’s most obedient Servant, 


Envelope :—The Lord Bishop of —— 
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{Bishops and others possessing other Titles.] 
‘Where a Church Dignitary possesses other than clerical 
titles, the lay title is prefixed, thus :— 
To the Right Honourable and Right Reverend 
The Lord Bishop of ——. 
To the Right Honourable and Right Reverend 
Lord Thomas : 
Bishop of -——. 
[Doctors of Divinity.] 
Commence :—To the Rev. T. P. 5 DOy 
Reverend Sir, 


Conclude :—I have the honour to remain, Reverend Sir, 
Your obedient Servant, 


Envelope :—The Rev. T. P. ——, D.D. 
[Deans.] 
Commence :—To the Very Reverend 
The Dean of : 


Mr. Dean (from a superior). 
or Reverend Sir (from an inferior). 


Conclude :—I have the honour to be, Mr. Dean 
(or Reverend Sir), 
Your obedient Servant, 
Envelope :—The Very Reverend 
The Dean of : 


[Archdeacons.] 


Commence :—To the Venerable 
The Archdeacon Brown. 
Mr. Archdeacon (from superiors). 
or Reverend Sir (from inferiors). 


Conclude :—I have the honour to be, Mr. Archdeacon 


(or Reverend Sir), 
Yours obediently, 


——— 


Envelope :—The Venerable 
The Archdeacon Brown. 
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[Clergymen.] 
Commence :—To the Reverend Robert Turner, B.A. 
Reverend Sir, 


Conclude:—I remain, Reverend Sir, 
Your obedient Servant, 


Envelope :—Rev. Robert Turner, B.A. 


CLERGY OF THE ROMAN CATHOLIC CHURCH 


[The Pope.) 
The Holy Father, 
Pope ——. 
His Holiness. 
[Cardinals.} 


His Eminence Cardinal (If he is also an Arch- 
bishop :—His Eminence the Cardinal Archbishop of e 


Commence :—My Lord Cardinal or My Lord; 
Your Eminence. 


[Archbishops.]} 
His Grace the Archbishop of ——. or the Most 
Reverend the Archbishop of ——. My Lord: Your Grace. 
[Bishops.]} 


The Lord Bishop of ——. 
Commence :—My Lord Bishop. Your Lordship. 
(In Ireland Bishops are usually addressed as The Most 
Reverend). 
[Provosts, Canons.]} 


The Very Reverend Provost 
The Very Reverend Canon 
(sername or Christian name and surname.) 
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Protonotaries Apostolic, Domestic Prelates, Vicars General, 
Camerieri segreti and Camerieri d’onore (i.e. Privy and 
Honorary Chamberlains) of his Holiness the Pope, have 
the title Monsignore and are addressed Right Reverend 
and Camerieri as Very Reverend (Monsignore when 
followed by the surname is written and pronounced 
Monsignor). 


[Mitred Abbots.} 


The Right Reverend Abbot —— (surname). 
Provincials—The Very Rev. Father —— (surname). 


[Heads of Colleges.] 
Very Reverend (by courtesy). 


[Secular Priests.) 
Father. 


LAW 


(Lord Chancellor.) 


The Right Honourable 
The Lord High Chancellor. 

My Lorp.—I thank your Lordship for the order 
received to-day for a cycle similar to that made by me last 
year. I am also gratified by your Lordship’s kind approval 
of that machine, and hope the one to be made now will prove 
as satisfactory. 

I have the honour to be, my Lord, 
With the highest respect, 
Your Lordship’s obedient Servant, 


Envelope :—The Right Honourable 
The Lord High Chancellor. 


(Lords of Appeal.) 


Lords of Appeal are addressed in the same manner as Barons, 
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[Lord Chief Justice.] 


To the Right Honourable 
The Lord Chief Justice (of England, or of the 
Court of Common Pleas). 

My Lorp,—In reply to your Lordship’s inquiry as to 
the character of Mr. Edward Bolton, we have much pleasure 
in stating that he has been a customer of ours for many 
years, and that we consider him highly respectable, trust- 
worthy, and business-like. 

We feel certain that, should your Lordship engage his 
services in the capacity you mention, he will give your 
Lordship every reason for satisfaction. 

We have the honour to be, my Lord, 
Your Lordship’s obedient Servants, 
FRENCH & YOUNG, 


Envelope :—The Right, Honourable 
The Lord Chief Justice of England. 


[Master of the Rolls.] 
Commence :—To His Honour 
The Master of the Rolls. 
Sin 
Conclude :—I have the henour to remain, Sir, 
Your most obedient Servant, 


! 


Envelope :—His Honour 
The Master of the Rolls. 


[Lords Justices of Appeal.] 


Commence :—To the Right Honourable 
Lord (or Sir, etc.) 
Lord Justice of Appeal. 
Sir (or My Lord), 
In body of letter :—You (or Your Lordship). 
Conclude: I have the honour to remain, Sir (or My Lord), 
Your obedient servant, 


Envelope :—The Right Honourable 
The Lord Justice ——. 
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[Vice-Chancetlors.} 


Commence :—To His Honour 
Vice-Chancellor ——. 
se 


Conclude :—I have the honour to be, Sir, 
Your most obedient Servant, 
Envelope :—His Honour 
Vice-Chancellor ——, 


[Other Judges.) 
Commence :—To the Honourable 
Mr. Justice - 
Sir (or My Lord), 
Conclude :—I have the honour to remain, Sir, 
Your obedient Servant, 


—————EE 


Envelope :—The Honourable 
Mr. Justice . 


[Lord Mayors.] 


To the Right Honourable 
Edward , 
Lord Mayor of ; 

My Lorp,—I am desired by the Worshipful the Mayor 
of Leicester to acknowledge the receipt of a circular letter 
signed by your Lordship, requesting his assistance as Chief 
Magistrate, to promote the prosperity of the International 
Exhibition to be held next year in 4 

The Mayor has handed this letter to the Directors of the 
Chamber of Commerce for consideration, believing that to 
be the course most likely to forward the object your Lordship 
has in view. 

I shall have the honour of submitting the question to 
the Directors in a few days. 

I have the honour to be, my Lord, 
Your Lordship’s most obedient servant, 
T. A. WYKEs, 
Secresary. 


M 
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[Mayors.]} 
Commence :—To the Right Worshipful, 
Thos. . 
Mayor of ——. 
Sir, 


Conclude :—I remain, Sir, 
Your obedient servant. 


Envelope :—The Right Worshipful, 
The Mayor of ——. 


[Aldermen.] 


Commence :—To Mr. Alderman ——. 
Sir, 


Conclude :—I remain, Sir, 
Your obedient servant, 


— + 


Envelope :—Mr. Alderman ; 


GOVERNMENT POSTS 


Note.—The termination ‘‘ Your obedient servant,”’ is 
strictly correct, but in ordinary correspondence, this form is 
gradually giving place to “‘ Yours faithfully.” 


[Privy Councillors.} 


Commence :—To the Right Honourable 
Percy Dacier, M.P., etc., etc., ete. 
Sir, 
Conclude :—I have the honour to be, Sir, 
Your most obedient servant, 


-_—_—_— 


Envelope :—The Rt. Hon. Percy Dacier, M.P., etc., etc., 
etc. 
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[Secretaries of State.] 


Commence :—To His Majesty’s Principal Secretary of 
State 
For the 
Sir, 


Department. 


Conclude :—I have the honour to remain, 
Your obedient servant, 


Envelope :—His Majesty’s Principal Secretary of State 
for the Department. 


[Ambassadors.] 


Commence :-—To His Excellency 
Sir P. T——, K.C.B., 
H.B.M. Envoy Extraordinary, 
and Plenipotentiary 
to H.M. the King of the —— 
Sir 


In body of letter :—Your Excellency. 


Conclude :—I have the honour to be, Sir, 
Your Excellency’s obedient servant, 


Envelope :—H.E. Sir P—— T——, K.C.B. 


(Consuls General.) 


Commence :—To Sir T. R. J G:C.B;; 
Consul General of H.M. the King of-—— 


Sir, 


Conclude :—I have the honour to remain, Sir, 
Your obedient servant, 


———_ ~- 


Envelope :—Sir T. R. J.——, G.C.B. 
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NAVY 
[Admirals and Commodores.] 


Commence :—To Admiral J—— P——, 
Sir, 
Conclude :—I have the honour to remain, Sir, 
Your obedient servant, 


Envelope :—J—— P——, Esq,., 
Admiral of the Red. 


Commodores are addressed in a similar manner to Admirals. 


(Captains, Commanders, and Lieutenants.] 


Commence :—To Captain Sir T. R.—, R.N. 
Sir, 


Conclude :—I have the honour to be, Sir, 
Your obedient servant, 


Envelope :—Captain Sir T. R——, R.N. 


Commanders and Lieutenants are addressed in a similar 
manner. 


ARMY 
[Commander in Chief] 


Commence :—To General (Viscount) K.CB, 
Commander-in-Chief of His Majesty’s 
Forces, etc., etc., etc. 
My Lord (or Sir, as the case may be), 


In body of letter :—Your Lordship (or you). 


Conclude :—I have the honour to be, my Lord, (or Sir), 
Your Lordship’s (or your) faithful servant, 


Envelope : -General Viscount——, K.C.B. 
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[Field Marshals.} 


Commence :—To Field Marshal Sir Thos.——, K. G., 
Colonel of the Regiment of —— 
etc., etc., etc. 
Sir, 


Conclude :—I have the honour to remain, Sir, 
Your most obedient servant, 


Bd ee 


Envelopes :—Field Marshal Sir Thos. 


[Generals.] 


Commence :—To General 
The Right Honourable Lord ——, K.C.B. 


etc., etc., etc. ;. or 
To General H F—— K.G, 
My Lord (or Sir), 


In body of letter :—Your Lordship (or you). 


Conclude :—I have the honour to be my Lord (or Sir), 
Your Lordship’s (or your) obedient servant, 


Envelope :—General the Rt. Hon. Lord ik. Gls. 
or, General H—— F——, K.G. 


(Colonels, Majors, Captains.] 


Commence :—To Colonel J—— H— —. 
Sir, 


Conclude :—I remain, Sir, 
Your obedient servant, 


Envelopes :—Colonel J H——. 


Majors and Captains are addressed in a similar manner. 
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[Wives of Titled Persons, and Ladies bearing titles 
in their own right.) 


Princesses, Duchesses, Marchionesses, Countesses, 
Viscountesses, Ladies. (corresponding to Barons, Baronets, 
and Knights,) and Honourables, whether bearing these titles 
in their own right or by virtue of marriage, should be addressed 
in a manner similar to that used in addressing Princes, Dukes, 
Marquesses, Earls, Viscounts, Barons, Baronets, Knights 
and Honourables, using only the alterations in style necessary 
"on account of sex. 


The Wives of Ambassadors share their husbands’ titles, 
and should be addressed Her Excellency. 


The Wives of Lord Mayors and Mayors share their 
husbands’ titles, and should be addressed : 


The Right Honourable 
The Lady Mayoress, 


or —sST*he Right Worshipful 
The Mayoress of ——, 


Clerical, Judicial, Military and Naval titles do not 
confer any rank upon the wives of those holding them. The 
wives of such should therefore be addressed only as Mrs. ——, 
unless their husbands or they themselves bear titles indepen- 
dent of their professional rank. 
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ACCEPTANCE. See Bill of Exchange. 

ACCOMMODATION BILL. A Bill drawn by one person upon 
another who accepts it for the drawer’s convenience as a means 
of raising money on the latter’s behalf, and not in consideration 
of value received. Such bills are often known as “‘ windmills ”’, 
“kites ’’, or windbills ’’. 

ACCOUNT CURRENT. A running debit and credit account, bear- 
ing interest, balanced once or twice a year. 

ACCOUNT SALES. An account rendered by the consignee of 
a parcel of goods to the consignor, showing the proceeds of 
the sale of the goods, and the amount of duty, commissions, 
etc., to be charged against this sum. 

ADMINISTRATOR. A person legally empowered to manage the 
estate of an individual who has died intestate, or when the 
executor appointed refuses to act. 

AD VALOREM. A duty levied on goods according to their value. 

ADVANCES. Sums paid by consignees on account of goods con- 
signed to them, either by the remittance of bills or by the 
acceptance of bills drawn by the consignor. 

ADVICE. A notice of a bill drawn. 

ADVICES. Reports on the state of trade, the condition of exchanges, 
and other commercial intelligence. 

AGIO. The difference between a country’s currency value and its 
Banco, or money in which accounts are kept. 

ARBITRATION OF EXCHANGES. A comparison of the rates 
of exchange obtaining in different places, with a view to buying 
or selling bills to greater advantage. When three places only 
are concerned, it is simple; when more, compound. 

ARTICLES OF ASSOCIATION. The regulations drawn up by 
a company for the management of its internal affairs. 

ASSETS. The property of a bankrupt, insolvent or deceased person 
available for the settlement of claims against his estate. The 
property of a firm or corporation which serves as a guarantee 
against its debts. 

ASSIGNEE. A person to whom the management of an insolvent’s 
affairs is entrusted. 

ASSURED. A person holding a policy of assurance or insurance. 

ATTORNEY. A person legally empowered to sign documents and 
act on behalf of another person or corporation. The instru- 
ment conveying this authority to him is called a Power of 
Attorney 
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AVERAGE. A particular average is a contribution made pro rata 
by the underwriters to make good damage done to property 
insured by accidents of the seas. A general average is a con- 
tribution by all parties concerned—the owners of ship, freight 
and cargo—to make good any partial loss incurred to secure 
the safety and preservation of the whole. The underwriters 
are liable to pay this contribution, or a part of it, pro rata, 
when the property is only partially insured. Certain easily 
damaged articles are shipped free of average—that is, the under- 
writers are not bound to pay any particular average on them, 
or at least any that shall not amount to a minimum percentage. 
In such cases the loss falls on the owners. 

BALANCE OF TRADE. The difference in value—which has, 
of course, to be paid in cash—between the goods exported 
from one country to another and those imported from the 
latter country by the former. 

BANCO. See Agio. 

BANKRUPT. An insolvent person made the subject of legal process 
under the Bankruptcy laws. 

BARRATRY. Any illegal act on the part of the master or crew of 
a ship which may lead to its owners being injured or defrauded. 

BEAR. A Stock Exchange term for one who speculates for a fall 
in the price of stocks. 

BILL OF EXCHANGE. An order to pay a stated sum of money 
at a specified time. It becomes valid on being accepted by 
the drawee, who writes across its face the word “accepted ” 
with his signature. A bill must be drawn “to order ” to make 
it negotiable, and the words ‘“‘for value received ’’ should 
form part of it. Bills falling due on Sundays, Christmas Day 
or Good Friday are payable the day before; those falling 
due on Bank Holidays, the day after. In England a period 
of three ‘‘days of grace’’ is allowed for payment after the 
date stated on the bill. Foreign bills are usually drawn in 
sets of two or three, to avoid risk of miscarriage or loss ; these 
are called the “first ’’, second’’ or ‘third of exchange ae 
‘When any one of the set has been met, the others are auto- 
matically voided. 

BILL OF LADING. A stamped receipt given by the master of a 

’ vessel for goods shipped on it. It is transferable by endorse- 
ment in the same manner as a bill of exchange. - 

BILL OF PARCELS. A list of goods sold. 

BLANK CREDIT. Permission to draw on a person or firm up to 
a stated amount, without restriction as to time, and without 
making remittances against the drafts. 

BOND, GOODS IN, or BONDED GOODS. Dutiable goods tem- 
porarily warehoused in special stores called Bonded Stores, 
without payment of duty, the owner giving his bond for the 
payment of such duty on their removal. 

EOTTOMRY BOND. A bond given by the master of a ship for 
money advanced on the security of its hull. A loan so obtained 
is known as a loan on bottomry or respondentia. If the ship 
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is lost, the lender loses the entire sum; if she arrives safe, 
lenders on bottomry are repaid in the inverse order of their 
loans: that is, the sum last advanced on bottomry must be 
repaid before the previous loan, as without the grant of the 
last loan the ship could not have reached her destination. 

BROKER. A person who acts as intermediary in the purchase of 
goods, bills, shares, etc. The charge made for his services is 
called Brokerage. 

BROKER’S NOTE. A voucher given by a broker in all cases in 
which he acts, giving a short relation of the transaction. 

BULL. A Stock Exchange term for a speculator for a rise in the 
price of stocks. 

eae Gold or silver in bars, as opposed to specie, or coined 
metal. 

CARGO. Merchandise conveyed in a vessel or boat: also called 
Freight or Lading. 

CASE OF NEED. “In case of need” is sometimes added to a 
Bill with a reference to a correspondent in the place on which 
the bill is drawn. If the drawee refuses acceptance or pay- 
ment, the correspondent thus indicated accepts or pays “‘ under 

rotest and act of honour ’’. 

CHARTER PARTY. A contract entered into by the owner or 
master of a ship for the hire of the vessel, in whole or in part, 
for a stated voyage or time. 

CHEQUE. An order, or bill of exchange, drawn on a bank for the 
payment of a stated sum of money on demand to the bearer, 
or to some particular person. It is negotiable by endorsement 
in the same way as any other bill. If it be “‘ crossed’ witha 
double line across its face, it cannot be paid in cash, but only 
through a bank. If crossed with the name of a particular bank, 
it can only be paid through that bank. 

CLEARING. The daily exchange of bills and cheques between 
bankers to enable them to settle their accounts with each 
other. In London this operation takes place at the “‘ Bankers’ 
Clearing House ’’. 

COMPOSITION. Anagreement between an insolvent and his creditors 
whereby the latter agree to accept a portion of their debts 
in lieu of the whole. The proportion so paid is called a com- 
position of so much in the pound. 

CONSIGNEE. A person to whom goods are sent for sale on com- 
mission. 

CONSIGNMENT. A quantity of goods sent together at one time. 

CONSUL. An accredited agent of a government at a foreign port 
whose duty it is to protect the commercial and other interests 
of his countrymen. 

CONSULAR INVOICE. An invoice which has been certified by 
a consul of the country to which goods are being exported. 

CONTINGENT. The share of any one person concerned with others 
in a business undertaking. 

COUPONS. Small slips ‘attached to foreign bonds which, when cut 
off or detached, are used as warrants for payment of the divi- 
dend or interest accruing on the bond. 


170 GLOSSARY OF COMMERCIAL TERMS 


CREDIT, LETTER OF. A letter addressed by one person or 
firm to another requesting the payment of a stated sum of 
money to a third party named therein, drawing on the writer 
for the amount. A similar letter addressed to several bankers 
or others at different places requesting them to supply the 
third party with sums of money up to a stated total limit is 
known as a “ circular letter of credit ’’. : 

CUSTOMS. Duties levied at ports on goods exported or imported. 

DAYS OF GRACE. The period after the stated date on which 
a bill falls due (in England, three days) during which, unless 
it is payable on demand, or at sight, or there is some express 
stipulation to the contrary, it may be paid. i 

DEBENTURE. (1) A bond issued by a company in return for 
money lent, on the security of some part of the company’s assets. 

(z) A.Customs certificate authorizing a shipper to 
receive a drawback (g.v.) on exported goods. 7 

DECREASE. An allowance made by the Customs to importers of 
liquors for their loss of bulk while remaining in bond. 

DEMURRAGE. An allowance made at a fixed rate per day to the 
owners of a ship for her detention in port after the time agreed 
upon in the charter party. 

DESPATCH. In marine insurance, the statement which, in the 
case of a general average, is made out setting forth the amounts 
which the various parties have to contribute to the expense 
incurred by the loss. : 

DISCOUNT. (1) The deduction made from the amount of a debt 
in consideration of immediate payment. 

(2) To discount a bill is to pay the amount of it before 
it falls due, charging interest for the unexpired period. 
DISHONOUR, TO. To refuse acceptance or payment of a bill or 

cheque. 

DIVIDEND. The percentage payable as interest on shares; the 
percentage paid te creditors from the assets of a bankrupt. 

DOCK CHARGES. Charges payable on goods passing through 
ports, to cover the expenses of landing, opening for Customs 
inspection, etc. 

DOCK WARRANT. A document issued by the warehouse authori- 
ties for imported goods, giving details of the goods concerned 
and acting as a receipt for them. It is negotiable. 

DOMICILIATED, A bill is said to be domiciliated in a place when 
it is drawn upon some other place with the proviso that it 
shall be paid in the former. 

DRAFT. Another name for a Bill of Exchange or Cheque. 

DRAWBACK. The repayment of duties previously paid upon mer- 
chandize when it is warehoused or exported. 

DRAWEE. The person on whom a bill or cheque is drawn. 

DUNNAGE. Loose wood, mats, and other material used for the 
stowage of a cargo. 

ENDORSEMENT. The act of writing the name of the holder of a 
bill or cheque on the back thereof, for the purpose of trans- 
ferring it to another person. Also the name so written. 
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EXCHANGE, BILL OF. See Bill of Exchange. 

EXCISE. A tax levied on goods manufactured or consumed in a 
country. 

FRANCO. Free. Denotes that a consignment of goods is sent free 
of all charges until it reaches the warehouse of the consignee. 

FREE ON BOARD. When the price of an article is so quoted as to 
include all charges incurred in shipping it, it is said to be quoted 
Free on Board, or F.O.B. 

FREE GOODS. Goods not subject to duty. 

FREIGHT. The cargo of a vessel; the amount paid for the hire 
of a vessel, or other means of transport for goods. 

GRACE, DAYS OF. See Days of Grace. 

HONOUR, ACT OF. See Case of Need. 

HYPOTHECATION. When sending goods abroad it is a frequent 
practice for the shipper to obtain from his bank an advance 
of money against the shipment, pledging or “‘ hypothecating ”’ 
the shipping documents with the banker as security. The 
exporter addresses to the bank a document known as a “' letter 
of hypothecation ’’, covering the shipping documents. 

INDENT. An order for goods. An open indent is one in which a 
general indication only of the goods is given; a specific indent 
one where the particular kinds of goods to be obtained is speci- 
fied, or the particular suppliers named from whom they are to 
be obtained. 

INSOLVENT. Unable to pay one’s debts. 

INSURANCE. A contract whereby one party undertakes, for a 
consideration called a Premium, to indemnify another against 
losses or accidents, or to guarantee the payment of a stipulated 
sum in a certain event. 

INTEREST. (1) The payment made for the use of money lent by 
one person or corporation to another. 

(2) In marine insurance, the name given to the pro- 
perty insured. 

{NVOICE. An account of goods sent by one person to another, 
showing the charges for them. 

JETTISON. The act of throwing overboard or abandoning part of 
the cargo, or of the rigging or furniture of a ship, for the pre- 
servation of the whole. The owner of property so sacrificed 
has a claim upon the owners of the property preserved, who are 
bound to share his loss pro rata. 

LADING, BILL OF. See Bill of Lading. 

LETTER OF LICENCE. A permission granted a trader in diffi- 
culties by his creditors to conduct his own affairs without 
molestation for a certain time. 

LIABILITIES. Debts. 

LIEN. The right of the holder of goods or other property for the 
time being to retain the property in his possession until his 
charges for dealing with it have been paid. 

LIGHTERAGE. Charges for the hire of a barge or lighter. 

LIQUIDATION. The settlement or winding-up of the concerns of 
a business house, on its bankruptcy, retirement from business, 
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etc. If the result of an order of a court of Law, it is Compulsory ; 
otherwise Voluntary. 

LLOYD’S. An incorporated society of marine insurance under- 
writers, centred in London. It has agents throughout the 
world who provide information as to the movements of shipping, 
and to protect the interests of underwriters. Particulars of 
all trading vessels are entered in Lloyd’s Register. 

LOCO. In quoting prices of goods, indicates that the price quoted 
is for the goods as they lie at the warehouse, any charges for 
carriage or freight being additional. 

MANIFEST. A list of the goods on board a ship, a copy of which 
is handed by the master to the Customs authorities at the port 
of destination. 

MATURITY. The date on which a bill falls due. 

MEMORANDUM OF ASSOCIATION. A document setting forth 
the objects for which a company is formed, and the amount 
and method of distribution of its capital. 

MORTGAGE. A conveyance of property as security for money lent, 
under the condition that the property be reconveyed on repay- 
ment of the debt within a stated period. 

NEGOTIABLE. Capable of being passed from one person to another 
for a proper consideration. 

NET. Not subject to any deduction or discount. 

ORIGIN, CERTIFICATE OF. A certificate indicating the place 
in which goods have been produced or manufactured. It is 
required by the Customs authorities in certain cases in order 
that preferential rates of duty may be claimed, and is fre- 
quently printed on the back of the invoice for the goods. 

PAID-UP. The portion of the nominal capital of a company actually 
paid by the shareholders. 

PAR. (1) Stocks or shares are said to be quoted or sold at par when 
they are actually sold or quoted at their nominal value. If 
the actual price is above this, they are ‘‘at a premium”; if 
below, ‘‘ at a discount ’’. 

(2) The exchange between two countries is said to be at 
par when the actual value of the currency of one country in 
that of the other is the same as the nominal value. 

PARCEL. A quantity of goods dealt with in a single transaction. 

PERMIT. An Excise licence for the removal of goods on which the 
duty has been paid. 

POLICY. Astamped form on which a contract of insurance is written. 
A valued policy is one in which the agreed value of the matter 
insured is stated in the policy; an open policy, one in which 
the value of the insured material is not stated, but left to 
be proved by evidence if any loss occurs ; a time policy is one 
covering a fixed period, not exceeding one year and thirty 
days, irrespective of the number of voyages undertaken; a 
voyage policy is confined to a particular voyage named. | 

POWER OF ATTORNEY. See Attorney. 

PREFERENCE. Shares which enjoy priority in the distribution of 
a company’s profits, If they are issued on the condition that 
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any deficiency in dividend in any given period must be made 
_ up in the following period, they are called Cumulative Preference 


Shares. 

PREMIUM. (1) The consideration given by an insured person to the 
underwriter or insurer. 

(2) The percentage paid abroad for the purchase of a 
bill on England is called the premium of exchange. 

(3) The percentage by which the actual price at which 
a share is quoted or sold exceeds its nominal value. 

PRICE CURRENT. A list giving details of the prices which par- 
ticular goods are fetching at a given time. 

PRIMAGE. The allowance made by a consignee or shipper to the 
master of a vessel for loading geods. 

PROCURATION. The power conferred on an agent or clerk to sign 
and act on behalf of a commercial house. 

PRO FORMA. Imaginary or fictitious. A pro forma invoice is an 
invoice sent in advance of goods to secure previous payment 
for them. 

PROMISSORY NOTE. A particular form of bill of exchange, or a 
promise to pay a stated sum of money at a given date. If 
drawn “to order” it is negotiable, and it must include the 
words “‘for value received’ in the same way as any other 


bill. 
PROMPT. The credit or time allowed for payment for a consignment 
of goods. 


PRO RATA. Proportional; proportionately. 

PROTEST. (1) The captain’s protest is his report on the circum- 
stances that may have occasioned injury to or loss of his ship 
or cargo, 

(z) A Notarial Protest is the document required by 
law as evidence that a bill has been duly presented for accept- 
ance or payment. 

PROXY. A document authorizing a person to vote on behalf of 
another ; a person so authorized, or a vote so given. 

QUOTED ON BOARD. When the price of goods is stated to be 
“Free on Board ”’ (q.v.) they are said to be quoted on board. 

REGISTER. A document indicating the place where a ship is built, 
its tonnage, and other details concerning it. 

RELEASE. A written receipt or discharge. 

RESPONDENTIA. See Bottomry. 

RETURNS. The amount of a trader’s sales in a given time. 

REVERSION. A right to the possession of property after the lapse 
of a certain time, or after a certain event or contingency has 
occurred. 

SALVAGE. Property saved from a wreck, fire, or other disaster. 
The term is also used to denote the cost of recovering a ship 
or cargo that has been wrecked, abandoned or captured. 

SINKING FUND. A charge against the profits of a business to 
provide for the replacement of assets which are subject to waste 
or destruction by time ; a portion of the profits of a business 
set aside to provide for the payment of outstanding liabilities, 
such as debentures or loans. 
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SLEEPING PARTNER. A partner whose interest in a business 
is purely financial, without his having any concern with its 
management. 

SOLVENT. Able to pay one’s debts. 

SPECIE. Gold or silver coined, as distinct from precious metal in 
bars, or paper money. 

SPECIFICATION. A detailed account of the work required to be 
done under a contract; a detailed description of goods. 

STAMP DUTIES. Government duties, paid by means of stamps, 
on the paper on which various legal documents are written. 

STOCKBROKER. A person who arranges for the purchase and sale 
of stocks and shares. 

SUPERCARGO. A person employed on a voyage to superintend the 
sale of the cargo, freight the vessel for her return, etc. 

TARE. The weight of the packing in which goods are secured. 

TENDER. An offer to carry out certain work at a stated price. 

TONNAGE. The number of tons’ burden that a ship will carry 

TRANSFER DAYS. Certain days appointed for the transfer of 
stocks and shares from the name of the seller to that of the 
buyer. 

TRANSIT. A Customs warrant or pass. 

TREASURY BILLS. Interest-bearing notes issued by government. 

TURNOVER. The amount of money turned over in commercial 
operations during a given period. 

UNDERWRITER. (1) A person who for a consideration called a 
premium undertakes the insurance of the whole or part of a 
cargo of goods. 

(z) A person who undertakes to take up shares 
in a company which are being offered to the public if they 
are not otherwise applied for within a fixed period. 

USANCE. The time fixed by custom for the payment of a foreign 
bill, having regard to the places where it is drawn and payable 
respectively. 

VOUCHER. A document proving that a certain payment has been 
made or transaction effected. ; 

WINDING-UP. See Liquidation. 


_ ABBREVIATIONS 


Dr. 
d/s 
E.E. 
E.g. 


Account current 

Account 

After date 

Account of 

Account Sale 

Bill of Exchange 

Bill of Lading 

Bill of Parcels 

Bank Post Bill 

Bill Receivable 

Bill of Sale 

Currency, Coupon 

Capital Account 

Cash Book 

Cost and Freight 

Compare 

Cost, Insurance and 
Freight 

Cost, Insurance, Freight, 
Commission and In- 
terest 

Company 

care of 

Cash on Delivery 

Contra, against 

Credit, Creditor 

Current 

With dividend 

Day Book 

Drawback 

day’s date 

Draft 

Discount 

Dividend 

Ditto, same 

Debtor 

days’ sight 

Errors excepted 

For example 


E, & O.E. Errors and Ommissions 


excepted 
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Int. 


Inv. 


Per pro., 
Pm. 

P/N 

Pro 

Pro tem. 
BELOX. 
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Ex coupon 

Exclusive of dividend 

Free of all average 

Free alongside side 

Free of General Average 

Free on Board 

Free of Particular Aver- 
age 

Idem, The same 

that is 

Instant, 
month 

Interest 

On the way 

Invoice 

I ow. you 

Inland Revenue 

Joint Account 

Letter of credit 

In the place quoted 

Place for the Seal 

Thousand 

Months’ date 

Month’s sight 

No advice 

Non-acceptance 

Mark well 

Not dated 

No effects 

No funds 

On account 

On demand 

Power of Attorney 

Price Current 

Paid 

P.p. Per procuration 

Premium 

Promissory Note 


the present 


* for 


For the time being 
Next month 


ABBREVIATIONS 


Refer to Drawer 

To wit 

Shipping note 

Supra Protest 
Sterling 

Telegraphic Transfers 
Underwriting account 
Last month 
Underwriter 

By way of 

Videlscet, Namely 
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W.A. With Average 
W.B. Way Bill 
W/W Warehouse warrant 
X.c, Ex coupon 
X.d. Ex dividend 
X.in. Ex interest 
To, at 
% per cent. 
loo per thousand 
dollars 


: 
tied 
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